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Chicago seminar and business show opens—as we go to press 
We combined seven forms in one— simplification by elimination 
Orphan services need a home—to save money, time, tempers 
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CWaltonal Accounting Machines save us $96,000 a year... 
return 89% annually on our investment!’’ 


“A constant search for the most efficient accounting proce- 
dures is an important part of our business. 


“To obtain this efficiency, we invested $109,000 in National 
Accounting Machines. They have returned amazing divi- 
dends. Nationals now save us $96,000 every year—a return 
of 89% annually on our investment. 


“Careful attention to such administrative details and oper- 
ating costs helps us assure safe, low cost insurance and 
maintain our position of ‘insur- 

ing more automobiles than any 


company in the world.’” OVE NXek 


President 
State Farm Mutual Automobile Insurance Company 


THE NATIONAL CASH REGISTER COMPANY, pvarron 9, o0n10 
949 OFFICES IN 94 COUNTRIES 


—STATE FARM INSURANCE COMPANIES,* Bloomington, Illinois 
“First in Automobile Insurance” 


In your business, too, National 
machines will pay for themselves 
with the money they save, then 


JOBS HANDLED: 
Writing all disbursements 


Returned check reports : 
Reporting premium renewals continue savings as annual profit. 
Bank deposits Your nearby National man wi 


gladly show how much you can 
Liability reports save —and why your operators 
Reports of financed agents will be happier. 

Social Security reports were gine 4 


*TRADE MARK REG. U.S. PAT. OFF. is 


H 


*State Farm Mutual Automobile 4 


Insurance Co. + State Farm Life 4 / ,* 


Insurance Company + State Farm 
ACCOUNTING MACHINES 


Fire and Casualty Company 
ADDING MACHINES » CASH REGISTERS 1 


Agents earnings records 
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Inviting customers to call collect 


brings parts sales of *4000 first month 


Equipment Supply Co. delivers parts ordered by Long Distance. 
The company serves West Texas, Southern New Mexico and Northern Mexico. 


To give customers quick, dependable 
parts delivery and service, the Equip- 
ment Supply Co. invites its United 
States customers to call collect by 
Long Distance. 


In the first month of the Call Collect 
Plan, sales of $4000 in parts were 
attributed to calls costing only $60. 
And the plan is doing more than 
building parts sales. 


“We know that new tractor sales 
have increased due to this promise of 


good service,” the company reports. 
“We have gained many new customers 
as well as improved relations with 
our old customers.” 


You can start a similar plan today. 
The only equipment you need is the 
telephone on your desk. And there 
are many other ways you can make 
Long Distance increase sales. If you 
would like a telephone company rep- 
resentative to stop in and explain 
them. call your Bell Telephone Busi- 
ness Office. 


BELL TELEPHONE SYSTEM ( 


A case history of 


Equipment Supply Co., Inc. 


El Paso, Texas 


ane eb 
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LONG DISTANCE 
RATES ARE LOW 
Here are some examples: 
Wilmington to Lancaster, Pa. 
Cleveland to Pittsburgh. . 
Des Moines to Rock Island . 
Cincinnati to Evansville, Ind. 
El Paso to Albuquerque . 


40¢ 
60¢ 
70¢ 
75¢ 
85¢ 


These are the daytime Station-to-Station 
rates for the first three minutes. They do 
not include the 10% federal excise tax. 


Call by Number. It's Twice as Fast 
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DESK DESIGN BY WALTER DORWIN TEAGUE 


MACEY-FOWLER new vork: 305 EAST 63rd STREET - TEmpleton 8-5900 


BOSTON: 150 CAUSEWAY STREET «+ Richmond 2-1800 
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| ; office 
management 


CHICAGO is alert to the symbol- 


ism of a coming new landmark, ae en 


shown on our cover, the new 
Mid-America Home Office of the 
Prudential Insurance Co. of 


Office Methods, Equipment, Personnel, and Purchasing, 
Sponsor of the “Office of the Year” Awards 

America being erected there. 

* Largest office structure to go march, 1955 
up in Chicago for many a year, 


the building when finished will Oe eS 


” r embody the latest ideas in monu- ‘ ‘ > 
mental office headquarters. m this issue 
People gathered in Chicago for al st ails r 
des saves Ccatiinitiael teak Wanted: skepticism (Editorial) ---.---- ----+++++++- 15 


ness Show of the Office Manage- 


= We combined seven forms in one-.--. +--+ +. -+65++55 16 
ment Association may in noting 


by John Hockman 


this rising new skyline feature 


receive impressive assurance of Chicago seminar QPOMS 62 oe cece cc sccerscvsecsrccsens 18 
the city’s continued office leader- 
ship. Orphan services need a home ----- +--+ ++ +--+ ++++++++> 20 


by Leslie Matthies 


Do your letters say 1955? Ce eee eee reer sees sesessesees 29 
by Donald V. Aligeier 


Why ignore the small office? ----.---------+-++555- 24 
by R. E. Heidebrink 


An “Open Sesame” for college graduates --.--.------ 26 
by H. M. Overley 


Automation in the office TWEET UTY fs et tee 28 
by Robert M. Smith 


Methods planning—when. where. how (Conclusion).- 30 
by Ralph W. Fairbanks 


Case of the month TEEPE ELEUCELELELE LT. Cee ee 31 


Tools of the of fice SETICS 2-02 +e ccc ce cece scwececcsee 45 
This month: duplicating equipment 


M. A. Geyer, President; Donald McAllister, Vice- i 
Pees deni a d Gener a Manager Thoma =, Barty : Published monthly by 

itor; Hug ard, Advertisin irector; John M. ER Al I CATI 
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Yes, Precision-made Accounting Machine Forms are an important 
team mate to your precision made Accounting Machines. 

To obtain maximum accounting efficiency you must use 

quality forms . . . forms that are carefully produced to fulfill 
your individual requirements, forms that register perfectly, 
and forms that are printed on the proper paper stock 

to withstand handling and yet give perfectly legible copies. 


Team-up Reynolds & Reynolds Precision-made Accounting 
Machine Forms with your Accounting Machine for 
greatest accounting efficiency. 


WRITE TODAY FOR COMPLETE INFORMATION! 


REYNOLDS & REYNOLDS COMPANY 


BUSINESS FORMS SINCE 1866 
PLANTS: DAYTON, CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, CALIF. 


oeereces IN MOST Ane Bee €e+ 686 
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A revolutionary new 


HIGH FIDELITY 


Dictation ‘[ranscription Machine 


by COMPTOMETER 


for thself| 


Comptometer announces a revolutionary new dictation 
machine that pays-for-itself as you enjoy years of the finest 
high fidelity, magnetic dictation. Now dictation becomes 
as easy and natural as talking to your secretary. The amaz- 


ing lifetime guaranteed magnetic Erase-O-Matic belt mag polec. pect lag 
can be used thousands of times over again. No expensive , é be ted pad lf 


/T NEVER WEARS OVT 


discs, cylinders or records to continually buy, ever. The 
letters you dictate are so error-free. ..so easy to under- 
stand, because of the high fidelity voice reproduction, 
it makes any typist a secretary. Here truly, is America’s 
finest machine with savings that now bring dictation 
within the means of every business. Mail coupon for 


complete information on this compact electronic 
achievement by Comptometer. 


Another quality product by Felt and Tarrant, 
Mfg. Co., makers of World Famous Comptometer, 
Adding-Calculating machines since 1886 


Outstanding Features . . 


e@ ERROR FREE DICTATION @ HIGH FIDELITY RECORDING 
@ DUAL SPEAKERS e PORTABLE @ SMALL—COMPACT 


with matchless SIMPLICITY of operation 


® : — 
( omptemeter DICTATION—TRANSCRIPTION MACHINE 


COMPTOMETER Dictation Division 
Felt & Tarrant Mfg. Co., 1702 N. Marshfield St., Chicago 22, Ill. 


Gentlemen: We are interested in the Comptometer Office Dictation-Transcription Machine with the 
Lifetime Guaranteed Erase-O-Matic Recording Belt. Without cost or obligation: 


CD Please send Complete Information 1 Arrange for a Demonstration { Arrange for a Free Office Trial 


Name Title 


Company 
Add 
City 
March, 1955 
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Machine that 
loves to fold... 


faster... 
better... 
cheaper! 


pw we an a cere maaan naman 


Standard typewriter 


Isn’t it wasteful and inefficient to 
make skilled office workers take time 
out from more important work to fold 
sales letters, bulletins,announcements, 
invoices and like items that have to 
be folded for mailing? 

A Pitney-Bowes model FH can do 
all such folding jobs for you at much 
less expense. 

The FHcan make two folds at once; 
can double-fold 8%4 x 11 sheets at 
speeds up to 5000 per hour; can make 
eight different folds in sheets from 
3 x 3 to 8Y% x 14 inches of different 
paper weights; can even fold sheets 
stapled together. 

With semi-automatic feed and elec- 
trically driven, the FH is fast, accurate 
and easy to operate. It takes but a few 
seconds to ready it for a job; simply 
move two knobs to adjust for the 
desired folds. ..easyastuning your TV. 


PITNEY- BOWES 


Folding Machines I Send free booklet on Folding Machine to: 


of the postage meter . . . 93 branch offices, 


~— 
nr 
PB) Made by Pitney-Bowes, Inc. . . . originators 
uf 
PE 
with service in 199 cities in U.S. and Canada, 
i ceetiatieedl 
> 


Little larger than a standard type- 
writer, and costing less, your FH will 
quickly pay for itself. Ask your nearest 
PB office for a demonstration—or send 
the coupon for free illustrated booklet. 


Move indicator knobs to widths wanted 


...And it’s ready to go! 


Fully automatic model ‘SSeS 
FM folds up to 19,000 es 
sheets per hour. 


I Prrney-Bowes, INc. 
{ 2947 Pacific St., Stamford, Conn, 


I 
I Name 


1 Firm 


I Address 
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Plans developing for NOMA 


International Conference 

Equipment for both large and smal! 
offices will be featured equally at the 
forthcoming International Conference 
and Annual Office Machinery and 
Equipment Exposition of the National 
Office Management Association. This 
event, which will be the thirty-sixth in 
the series, is scheduled to be held in 
Toronto, May 22-26. The Royal York 
Hotel and the Mutual Arena will house 
the conference and show. 

According to Harold F. Grebe, 
NOMA Field Services Director, more 
than 100 manufacturers will exhibit 
new equipment for both large and 
small office operations. Many of these, 
he said, will show completely new de- 
velopments, Included will be equip- 
ment for the automation of small of- 
fices. 

The program announced for Mon- 
day, May 23rd, begins with a keynote 
session devoted to “Controlling Office 
Costs.” During the afternoon there 
will be technical sessions on “Budget 
Development” and “Work Measure- 
ment.” Other topics to be discussed 


| during the conference are “Methods 


Improvement,” “Executive Develop- 
ment,” “Duplicating Equipment,” 
“Electronic Data Processing,” and “In- 
centives.” 

The Toronto chapter of NOMA wil! 
act as host for the conference, and Cana- 
dian members of NOMA are active in 
planning the program. The chairman 
of the conference is H. J. Stowe, of The 
Manufacturers Life Insurance Co., 
Toronto. Among the national NOMA 
officers taking part in the planning 
activities are First Vice President J. C. 
Hodges, of the Canadian National Rail- 
ways, Montreal; and two national di- 
rectors: W. Aitken, of Glendenning. 
Jarrett & Campbell, Winnipeg; and 


T. C. Sherwood, of the B. C. Tele- 


| phone Co., Vancouver. 


Office planning team formed 

To provide the essentials for design- 
ing efficient and attractive offices, Dor- 
othy Draper, well-known 
and Louis F. Hewett, C. E., noted con- 
struction engineer, have formed a new 
department which will handle plan 
uing and construction work in connec- 
tion with new offices. Their work in 
cludes air conditioning, lighting, acous- 


decorator, 


tics, space utilization, color coordina- 
tion, and furnishings, Headquarters 


for the new department will be Dor- 


| othy Draper, Inc., 5 E. 57th St., N. Y. 
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“Great system—Gets everybody in by ten o'clock” 


Keep the coffee-bteak in your contrel 


You could control the ‘“‘coffee- 
break” this way—but fortunately, 
there’s a much better method 


available. 


Rudd-Melikian, Inc. can provide 
complete control of the “‘coffee- 
break” at no cost to management. 


R-M dispensers—completely 


automatic—serve delicious, hot 
Kwik-Kafé coffee, cold Coca- 
Cola, Pepsi-Cola, Minute Maid 
Orange juice or soft drinks. 
“Coffee-break"’ time is reduced 
to a minimum and workers 
remain in their own work area. 
Service is supplied by your local 
factory-trained R-M distributor. 


RUDD-MELIKIAN, INC. 


CREATORS 
OFFICE MANAGEMENT 


O F 


AN 
March, 1955 


INDUSTRY 


Remember—you don’t have com- 
plete control unless you have 
Kwik-Kafe. Clip 

the coupon 


—write us 


Rudd-Melikian, Inc., 
1949 N. Howard St., Phila. 22, Pa. 


Gentlemen: 

_| Please show me how to control 
the "“coffee-break"” with R-M 
dispensers. Booklet OM 2. 
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letterhead for 
_ your FREE copy of 
_ the Colitho idea 


= 


St ee 


ITS FREE AND ITS PACKED WITH 
eas THAT SHOW HOW COLITHO 
GET DUPLICATING +l 
CAN STREAMLINE YOUR oe: 
BUSINESS PAPER- 
‘WoRK 


AGE 


\\ 


aie 


Folio. 


Sea ea eee eee eee 


(plitho ) 
THE “ONE-WRITE” WAY TO RUN A BUSINESS 


Colitho Division, COLUMBIA RIBBON AND CARBON MFG. CO., Inc 
573 Herb Hill Road, Glen Cove, N. Y. 
Send me the Folio of Colitho Application Ideas. 


Name 


Compony 
Address 
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Employee education program 
uses colored slides 

In the interest of preventing acci- 
dents and increasing production, the 
Poster Slide Co., 10 E. Kinzie, Chicago, 
has introduced a program called “Auto- 
matic Education,” which makes use of 
colored photographic slides. The slides 
are projected automatically at seven- 
second intervals onto the screen of a 


a tie aa 
wee ea Se 


floor-type cabinet unit which may be 
located conveniently where it will be 
seen by employees. 

The material used for illustration of 
safety subjects has been obtained from 
the National Safety Council and is 
adapted to slide form under the Coun- 
cil’s supervision. Slides, which have the 
appearance of illuminated posters, also 
cover such subjects as stopping waste, 
being a good neighbor, working to- 
gether, and similar topics designed to 
improve production. 

The Automatic Education program 
has been developed by a team headed 
by Edmund Mottershead, president of 
Mottershead Associates, industrial rela- 
tions consultants, of Chicago. The pro- 
gram is continuous, providing thirty 
slides each month. Half of these are 
on safety subjects, the remainder on 
production subjects. 


IBM annual report reflects 
growth of office automation 

Indicative of the growth of automa- 
tion in the offices of this country, the 
International Business Machines Corp. 
has announced that its net income for 
1954, after Federal income taxes, was 
$46,536,625, which is equivalent to 
$11.35 per share. This is an increase 
over the corresponding 1953 figure of 
$34,119,210, which amounted to $8.32 
a share. 

In the company’s annual report, IBM 
announced that, “Although more of the 
corporation’s products were produced 
in 1954 than in any year in the history 
of the business, unfilled orders at the 
end of the year were higher than at the 
end of any previous year.” 
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PRODUCT OF PERMACEL TAPE CORPORATION, NEW BRUNSWICK. NEW JERSEY 
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a bald Seinovi Comptometer — * 
Bpechine. since 1886 — 


= 


Adds, subtracts, multiplies, even divides. 
Operates at startling speed of 202 revolutions 
per minute. Automatic Visi-balance window 
tells instantly your true running debit or 


FIGURES FASTER THAN YOU THINK! 


credit balance without printing subtotal or design, portable. 
total. Speed without fatigue--keyboard de- 


Signed to eliminate lateral hand movements. 


Exceptionally quiet, all-electric opera- 


tion. Constant factor multiplication, erase coupon below. 


FELT & TARRANT manuractuRING COMPANY 


* 4742 N. Paulina St., Chicago 22, Ill. “ 


Gentlemen: 


Name 


Without cost or obligation — ° 
CI want more information about the new COMPTOGRAPH [7 Please arrange for a free office trial « 


Company 
Address 
City 
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tab-backspacer, AC-DC motor. Single-cycle 
action eliminates "runaway" tape. Instanta- 
neous subtotals or totals at any time. Direct 
action segment printing in two colors, modern 


Get more details about this brilliant new 
office performer. Better still, ask for a free 
office trial. Simply fill out and return the 


The new COMPTOGRAPH CALCULATING- 
ADDING MACHINE, the COMPTOMETER 
DICTATION MACHINE, and the 
COMPTOMETER ADDING-CALCULATING 
MACHINES are products of Felt & Tarrant 
Mfg. Co., Chicago 22, lll. Offices in principal 
U. S. cities and throughout the world. 
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Association News 


THE TRANSCRIPTION SUPER- 
VISORS’ Association of New York 
held its January meeting on the eve- 
ning of the tenth at Whyte’s Restau- 
rant. Jules M. Graubard, of Bache & 
Co., spoke on “Selling Ideas.” 

The Association has also announced 
that its Seventh Annual Little Business 
Show will be held this year on March 
14th on the second floor of Schrafft’s 
Restaurant, 220 W. 57th St. Between 
twenty and thirty companies, selected 
by a poll of TSA members, are being 
invited to display their products, 

The February meeting was held on 
the 14th, at which time the program 
was devoted to “Testing Methods and 
Interviewing.” The two portions of 
this double subject were discussed by 
Miss Madeline Gorman, of American 
Cyanamid Co., and Miss Elizabeth 
Sands, of Standard Oil Co. (N. J.), 
who treated the question of testing 
metheds, and Miss Mary Brainerd, of 
the Bell Telephone Laboratories, and 
Mrs, Shirley G. Mason, of the Home 
Life Insurance Co., who spoke on in- 
terviewing. 


THE CONTROLLERS INSTITUTE 
of America has announced the appoint- 
ment of James L. Peirce as chairman of 
the Executive Committee. Mr. Peirce 
is vice president and controller, A. B. 
Dick Co. It was also announced that 
Wayland S. Bowser, controller, Blaw- 
Knox Co., has been renamed chairman 
of the Social Security Committee. 

New members of the Institute are 
Alan W. Drew, assistant comptroller, 
Royal Typewriter Co. Div., Royal Mc- 
Bee Corp.; William E. McKenna, con- 
troller, Monroe Calculating Machine 
Co.; and W. G, Albrinck, secretary, 
The Globe-Wernicke Co. 


THE OFFICE EXECUTIVES ASSO- 
CIATION OF CHICAGO observed 
Top Management Night on January 
20th with a dinner-meeting at the Bis- 
marck Hotel. The guest speaker was 
William G. Caples, of the Inland Steel 
Co., whose subject was “What Do We 
Know About the People We Manage?” 
At the dinner, Archibald W. John- 
ston, of Scully-Jones & Co., and L, R. 
Chase, of Johnson & Johnson, received 
Merit Awards from the National Office 
Management Association. Mr. Chase 
is president of OMAC. 
(To page 44) 
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THERE’S a lot of good sense in an 
article by H. M, Overley of Atlantic 
Refining Co., Philadelphia, in this 
issue, raising the point that stenog- 
raphy and typing help tremendous- 
ly in getting college girls started 
quickly on a business career. 

Whatever else may be the girl's 
scholastic attainments, a knowledge 
of the art and mystery of secretarial 
work will make any office interview- 
ing her sit up and take notice. Once 
on the payroll, roads of advance- 
ment can open to her in all sorts 
of directions, where her regular and 
special college accomplishments will 
give her a big advantage. 

* 

LAST MONTH we said we were 
going to run in this issue an article 
reviewing the status of the integrat- 
ed data processing project at the 
offices of United States Steel in Pitts- 
burgh which we told our readers 
about originally in March and April 
of last year. Turns out our announce- 
ment of this project review was pre- 
mature. Just too much work in- 
volved in this important feature for 
immediate release! 

What we now say: coming soon 
as possible! 

* 

AT the annual dinner of the Greater 
Johnstown Chamber of Commerce 
in Johnstown, Pa., February 11, 
there were words of wisdom on the 
whole subject of industrial and com- 
mercial automation from Benjamin 
F. Fairless, chairman of the board of 
United States Steel Corporation. 
Speaking on “Our One Indispens- 
able Weapon,” America’s technolog- 
ical capacity, he referred to the al- 
leged “bogey” of automation, 

“There is nothing new about au- 
tomation except the word itself,” 
Mr. Fairless said in the course of his 
address. “The facts of automation— 
and the mechanics of it—are older 
than our own American Republic.” 

“Over the centuries man has ac- 
complished an amazing industrial 
miracle. He has surrounded himself 


editors— 


with luxuries, and greatly length 
ened his hours of leisure; but no ma- 
chine that he ever devised has made 
us humans obsolete,” said Mr, Fair- 
less farther on. 

“Suppose we think for a moment 
of the three outstanding examples 
of automation that we have seen in 
our lifetime. 

“The first one that comes to mind, 
probably, is the dial telephone. We 
would naturally assume that it must 
have thrown thousands of telephone 
operators out of work; and some of 
the current propaganda on the sub- 
ject would seem to confirm that as- 
sumption completely. But what are 
the facts? 

“Well, the latest Federal Census 
taken in 1950, shows that the num 
ber of telephone operators, in this 
country, increased by 159,000—or 79 
per cent—in the previous ten years. 
And still the Telephone Company 
keeps on advertising for more! 

“Then next we come to business 
machines and these fabulous new 
electronic brains that we've seen on 
television. Surely we don’t need ac- 
countants any more. But still the 
Census shows that the number of 
accountants and auditors increased 
71 per cent in this same ten-year 
period. 

“And how about these so-called 
automatic factories in Detroit, where 


the word “automation” was thought 
> 


up? 
losing out? Well, not by a long shot. 
Their number doubled in fourteen 
years. Automobile mechanics and re- 
pairmen have increased 75 per cent. 
And for every new job in the auto 
industry it is estimated that five new 
jobs are created in allied fields which 
supply the raw materials and com- 
ponents that go into the manufac- 
ture and equipment of new cars.” 


Marae V. Mufb., 


Editor 
Robert M. Smith Robert Beeman 
Managing Editor Associate Editor 


Are the automobile workers 
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Globe-Guard “7000” Line Files equipped with famous Tri-Guard Filing Principle. 


GLOBE-WERNICKE office equipment everywhere ! 


Globe-Guard Files offer the highest standards of 
quality and beauty in every detail of design, con- 
struction and finish. They incorporate every con- 
ceivable feature to make day-to-day filing easier 
and more efficient. Globe-Wernicke’s exclusive 
concealed trigger latch releases the drawer at 
the slightest touch of the hand, and progressive 
ball-bearing roller slides assure smooth drawer 


movement. As an optional feature, an automatic 
locking’ device can be installed to secure all 
drawers simultaneously. All these features and 
many more mean better filing in less floor space 
with lower operating costs. It will pay you to 
consult your Globe-Wernicke dealer about Globe- 
Guard Files. He’s listed in the “Yellow Pages” 
of your phone book. Or write us direct. 
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CINCINNATI 12, OHIO 


MANUFACTURERS OF THE WORLD'S FINEST OFFICE EQUIPMENT, SYSTEMS, FILING SUPPLIES AND VISIBLE RECORDS 
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Wanted: Scepticism 


SCEPTICISM — always a necessary quality to have around an office, should 
be in particular request these days, when many long-established office practices 
and procedures are coming in for re-scrutiny in the light of the application of 
electronics and automation. 

Why are we doing this? Are we doing it the most efficient way? These 
are two questions heard more and more frequently in quarters accustomed to 
assume that fundamental questions had long ago been answered. Office people 
discover that the newer breed of office engineer characteristically tends to take 
nothing for granted, even in matters that seem to be self-evident, and has a 
way of opening up new and unexpected vistas of opportunity by challenging 
what is held to be fundamental. Quite aside from any benefits which newer 
processes may bring, the office must gain by frank re-appraisal of its policies 
and methods however sanctioned these policies and methods seem to be by 
time and results. 

This new and healthful scepticism need not be loaded in favor of electronics 
and automation. Wonderful as these new developments are, even their most 
enthusiastic proponents do not represent them as the universal cure-all for office 
problems, They admit the possibilities of good old methods as well as good 
new ones. But they approach their problems in a blaze of logical light which 
reveals the truth about existing methods whether good or bad. 

At this stage of its progress, the American office needs a questioning mind. 
With scepticism definitely being fostered by circumstances throughout the 
office field, the individual office can well foster an infusion of it for its own 
staff members, and put itself into a profitable questioning mood. 


15 
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Everybody talks about forms elimination—here’s a 


We combined seven forms in one 


company that did something about it, and here’s how 


they did it— 


by John Hockman 


Systems and Procedures Officer, Steinberg’s Ltd., Montreal 


SWIMMING AND STRUGGLING 
in a flood of papers —a flood which 
threatens to mount suffocatingly over 
his head. Such might be the nightmare 
of any office worker in these modern 
times, 

Not the least part of this flood of 
paper is the multiplicity of forms; each 
serving a useful purpose, perhaps, but 
each having to be kept in a stationery 
stock, watched by someone to make 
sure the stock does not run out at a 
critical moment; each having to be 
re-ordered at the right time; and to 
have printing arranged, proofs checked, 
deliveries followed up, supplies distrib- 
uted to users, costs recorded, printers 
paid. 

Even more important, people have 
to learn how to fill and use each one 
properly; and when the incumbent of 
the particular job changes, someone 
else has to learn the same thing over 
again. It has been estimated that ten 
times as much is paid to the people 
who fill the forms as to the printers. 


If the number of different forms 
could be reduced only five per cent, 
the savings would be noteworthy, not 
only in ordering, printing, stocking 
and accounting costs, but in time. 
Time, after all, the time of the staff, 
is what an organization buys with the 
money it pays out in office salaries; 
and salaries are by far the greater part 
of the cost of running an office. 


Forms tend to multiply 


Five per cent reduction of forms is 
in no way an unlikely figure, if a 
forms control program is introduced 
into an office where there has been no 
central control, and the reduction may 
be much greater. But even if there is 
no reduction, the tendency is always 
to introduce new forms as new circum- 
stances arise; but the old forms remain, 
and the inventory increases, and the 
problem becomes steadily more com- 
plex as time goes on. Central control 
prevents this. 


Our organization has had a forms 


control program for some time. Re- 
cently it has been intensified as we 
have entered upon a period of ac- 
celerated expansion, since we could not 
risk a corresponding increase in our 
office staff. 

The case-study given in this article 
illustrates our approach — which any- 
one can take—and the kind of results 
that may be obtained. 

For our example we have taken a 
check requisition, or form of authoriza- 
tion for payment of an account payable. 

As in any organization, the pay- 
ments have to be classified according 
to the departmental or other accounts 
to which they are to be charged, after 
the bills have been duly checked and 
approved for payment; and a record of 
these steps has to be filed with the paid 
bill. 


Different people are concerned with 


(To page 32) 
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2... expense items not for resale... 
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As we go to press— 


Chicago seminar opens 


Theme: Alerting Today’s Office Managers; 
Business Show will run concurrently— 


AS THIS issue of Office Management 
goes to press, the Thirteenth Annual 
Seminar and Business Show of the Of- 
fice Management Association of Chi- 
cago is about to open at the Conrad 
Hilton Hotel there. 

“Alerting Today's Office Managers” 
is the theme of this year’s seminar, 
which will run from February 28 
through March 2. The seminar, which 
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is being held in conjunction with 
Northwestern University, will be built 


around four main fields: automation; 


techniques; organization; and manage- 
ment. 

The business show will run concur- 
rently with the seminar, and for one 


additional day, March 3, 


Keynote speaker at this year’s semi 
nar is John W, Evers, president of Chi- 


A typical OMAC seminar session 
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cago’s Commonwealth Edison Co., 
who will discuss “Top Management 
Challenges Office Management” at the 
opening luncheon meeting, February 
28. 

Other speakers and their subjects: 

Monday afternoon: Robert A. Fer- 
guson, president, RustOleum Corp. of 
Chicago, talking on “What An Office 
Manager Must Have to Boost Himself 
Into Top Management.” 

Tuesday morning: Joseph S. Glick- 
auf, Jr., partner, Arthur Andersen & 
Co., speaking on “Electric Accounting 
—What It Is, Its Effect On Personnel, 
Procedures, Costs, and Reports.” 

Tuesday afternoon: The first speaker 
will be Ben S. Graham, director of 
Methods Research, Standard Register 
Co., discussing “Through Surveys and 
Other Techniques, How to Find Out 
What Problems Need Attention.” The 
second speaker, Thomas H. Healy, con- 
sultant, Management Controls Depart- 
ment, Peat, Marwick, Mitchell & Co., 
will talk on the corollary theme: “Hav- 
ing Learned the Problems, What Can 
Be Done to Effect Improvements?” 

Wednesday morning: Two speakers, 
William Bright, manager, Employee 
Development Division, Pure Oil Co., 
Chicago, and Philip L. Cochran, assis- 
tant to the president, W. A. Alexander 
& Co., Chicago, will analyze “Appraisal 
and Development Programs of Organ- 
izations” from the viewpoints of the 
large and the small company. Mr. 
Bright will discuss the subject as the 
large company sees it; Mr. Cochran 
will speak for the small concern. 

Wednesday afternoon: Five speakers 
will talk on specific topics included in 
the general theme, “Topics of the Hour 
in Management Relations.” 
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Aeme Visible Records, Inc. 
Addressograph-Multigraph Corp. 
Air Associates 


All-Steel Equipment, Inc. 


American Perforator Co. 


Art Metal Construction Co. 
Bankers Box Co. 

Boehm Co., E. W. 

Bircher Co., Inc., The 

Blue Cross—Blue Shield 
Browne-Morse Co. 

Bruning Co., Inc., Charles 
Burroughs Corp. 

Chart-Pak, Inc. 

Chicago Dictating Machine Co. 
Cincinnati Time Recorder Co. 
Clary Multiplier Co. 
Commercial Controls Corp. 
Cooper R., Jr. Ine. 

Copease Corp. 

Copy-Plus Sales & Service 
Coxhead Corp., Ralph C. 
Cummins-Chicago Corp. 
Dick Co., A. B. 

Dictaphone Corp. 

Diebold, Inc. 

Ditto, Ine. 

Domore Chair Co., Inc. 
Donovan Hershey Corp. 
Duplicopy Co. 

Eastman Kodak Stores Co. 
Edison, Inc., Thomas A. 
Elliott Addressing Machine Co. 
Felt & Tarrant Mig. Co. 
Fototype, Inc. 
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Different queens reign over seminar and show. 


Allen Wales Adding Machine Agency 
American Automatic Typewriter Co. 


American Photocopy Equipment Co. 
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Friden Caleulating Machine Co. 
G.B.C. Sales & Service, Inc. 

General Fireproofing Co., The 
Ginsburg, Inc., Jos. 

Gray Audograph Corp. 

Haloid Co., The 

Harris-Seybold Co. 

Heyer Corp., The 

Hunter Photo Copyist of the Midwest 
Illinois Bell Telephone Co. 

Illinois Duplicator Corp. 
Insert-O-Matic Corp. 

International Business Machines Corp. 
Johnson Fare Box Co. 

Jones Commercial High School 


Kollie Associates, Inc., Lee F. 


LeFebure Business Systems 
Lo-Cost Systems Inc. 


Magne-Dex Sales of Chicago, Ine. 
Marchant Calculators, Ine. 

Marr Duplicator Sales Co., Ine. 
Marshall Field & Co. 
Marshall-Jackson Co. 

Master Addresser Co. 

McBee Co., The 

McCaskey Register Division, The 
Mead & Wheeler Co. 

Mendes Corp., J. Curry 
Minnesota Mining & Mfg. Co. 
Monroe Calculating Machine Co. 
Mosler Safe Co., The 

Multistamp Chicago Co., The 
Muzak, Inc., Boom Electric Corp. 


National Blank Book Co. 
National Cash Register Co., The 


Office Equipment Co. of Chicago 


Left to right: Miss Seminar of 1955 (Miss Roberta 
Buffet); Alfred H. Dorstewitz, General Chairman of seminar and show; Miss Business Show of 1955 


(Mrs. Lorraine Elliott); and Clifford Stivers, Stivers Office Service. 


Business Show Exhibitors 


Office Management 

Office Management Assn. of Chicago 
Office Publications 

Olivetti Corp. of America 

Ozalid 


Photostat Corp. 

Pitney-Bowes, Inc. 

Plus Computing Machines Inc. 
Precision Mfg. Co. 
Private-Tele-Communication, Inc. 


Recordak Corp. 

Record Controls, Inc. 
Remington Rand Inc. 
Robertson Photo-Mechanix, Inc. 
Rol-Dex Div., Watson Mfg. Co. 
Royal Typewriter Co., Ine. 
Ryan & Co., E. H. 

Scribe Corp. 

Shaw-Walker Co. 

Simplex Time Recorder Co. 
Slattery-Bigelow, Inc. 

Standard Duplicating Machines 
Standard Manifold Corp. 
Statistical Tabulating Co. 
Stenographic Machines, Inc. 
Stivers Office Service 
Tallman, Robbins & Co. 
Temperature Equipment Corp. 
Tiffany Stand Co., Ine. 

Todd Co., Inc., The 

Transco Envelope Co. 

Triner Sales Co., Ine. 
Underwood Corp. 

Victor Adding Machine Co. 
Weber Addressing Machine Co. 
Wheeldex-Simpla Chicago Co. 
Workman Service, Inc. 
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Orphan services need a home 


Money, time, and tempers are the victims when no one department 


is responsible for service functions— 


by Leslie Matthies 


Vice president, Los Angeles Chapter, Systems and Procedures Association of America 


THE MAN at the stockroom window 
was losing his patience. “Are you out 
of everything today? How can a man 
do his work if you knuckleheads can’t 
keep supplies on hand?” He pounded 
the counter. The girl in the stockroom 
was almost in tears. She said, “I'll call 
Janet.” 

Janet came, but she didn’t do any 
better. She tried to explain to the irate 
“customer” that no one told her that 
these new supplies would be necessary. 
But the man with the unfilled requisi- 
tion was steaming by now. He took 
note of the two stockroom girls sitting 
off to one side, smoking. 

“Plenty of time for loafing, I see!” 
He turned his back on the window and 
stomped off. 

The blow-up you just witnessed 
wasn’t unusual. Whose fault was it? 
Janet's? No, she was running the 
stockroom as well as she could. But 
Janet’s stockroom was a typical “or- 
phan of administration.” No one up 
high enough in the organization really 
gave a hoot about Janet and her stock- 
room. 

And because no one higher up cared, 


Janet and her workers didn’t feel that 
their work was of much importance. 
Low employee morale . . . Loafing 
.. - High costs... Waste . . . Poor 
service ... Poor planning . . . A sense 
of frustration . . . Slowdown in the 
departments requiring the supplies. 
These were the results of not caring. 
No general manager wants such re- 
sults from any of his service depart- 
ments. How can such conditions exist? 


Two activity groups 

Every organization has two broad 
types of activity groups. First, we have 
the major work centers. Then we have 
those indirect services that bind the 
big jobs together. We are all familiar 
with the big jobs—sales, production, 
shipping, purchasing, engineering, ac- 
counting. 

We are also familiar with the usual 
“orphans of administration” — those 
vital services that enable the organiza- 
tion to function—duplicating, printing, 
mail, telephones, records, teletype, sta- 
tionery stockroom, photography, res- 
ervation and travel, manuals, direc- 
tories—to name just a few. 
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But these services seldom get any 
top executive attention. 

Usually you’ll find that these indirect 
services are scattered around the organ- 
ization and function as relatively un- 
important appendages to the major 
divisions. Photography, for instance, 
may be in the engineering division in 
one company, but in the next you'll 
find it in the research laboratory. 

The same with mail. In one place 
you'll find it under the controller, In 
the next you'll see it under the plant 
engineer. A capable internal mail sys- 
tem is highly important to the organi- 
zation. But what major division does 
it belong in? Sales? Accounting? 
Maintenance? 

This is significant. If you check a 
half-dozen firms, you'll find that most 
of these services are connected with 
different major functions in the various 
firms. Why this great variation? 


Orphans attached willy-nilly 
As orphans, you'll find that these 
administrative services are attached to 
one organizational element or another 
regardless of organizational logic. 
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As a consequence, these services— 
upon which efficient administration de- 
pends—get little executive attention. 
They operate as best they can. Little 
consideration is given to efficient op- 
eration or to the physical requirements 
of these services. Because of this in- 
attention, administrative services are 
usually of mediocre caliber, and cause 
a definite slowdown in administrative 
action. Worst of all, such operations are 
usually high in cost. So we get low- 
grade service at high cost! 

But let’s stop and think, If we con- 
sider these “orphans of administration” 
as a series of important services, we 
can secure definite economies in the 
functions themselves and the quality 
can be improved remarkably. 

Finally, and most important, we can 
free the big “shows”—the major or- 
ganizational segments —from duties 
and responsibilities which are not ger- 
mane to their prime function. 

Why sliould these major functions 
be expected to render services too? 


Group the orphans 

The very fact that in a number of 
concerns the service orphans are not 
consistently placed should give man- 
agement a reason to ask, “Why?” Why 
are telephones under the office man- 
ager in one concern and under the en- 
gineering department in the next? 

Here’s the truth. Usually nobody 
thinks much about these services. They 
are truly “orphans of administration.” 
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That’s why these services are allo- 
cated to various basic departments with- 
out much organizational logic. Such 
duty allocations are usually made as a 
matter of convenience; occasionally to 
“build up” an office; sometimes be- 
cause a person within the basic office 
“knows something” about the service 
function being allocated. Yet six 
months later the man with the know- 
how may be gone. But the function 
lingers on. 

But doesn’t management want good, 
efficient service operations? There’s 
only one way they can get them. 

Take all the orphan services, gather 
them into one fold—and call them 
“Administrative Services.” Make this 
clear! These services are contributory 
only—they are not an end in them- 
selves. They exist only to serve! Build 
enthusiasm among the people in each 
section for the “spirit of service.” 

It follows, then, that these services 
will tend to be of higher caliber simply 
because everybody likes to feel impor- 
tant. People in mail, duplicating, and 
other services want to feel that their 
work is important—yet they rarely feel 
that way as “orphans.” 

You may say, “Those are fine objec- 
tives—high caliber services, rendered 
at comparatively low cost. But how can 
we do it?” 

Here’s how: Gather them into one 
department so that they can be given 
analytical attention. 


This concept of “administrative 
services” assumes the following pat- 
tern: Appoint a manager of Admin- 
istrative Services, but retain the present 
worker, or leadmen, of the services! 
The manager’s job is not to perform 
these services, but rather to give them 
analytical supervision—to determine 
their objectives—to study the way 
they are organized — to examine the 
techniques used. 


By giving analytical attention to the 
administrative services, you can expect 
the following results: 


Top-grade service. 


Savings in money. 


wo re — 
a see 


Definite savings in 
time. 

4. And, since these serv- 
ices bind the company 
operations together, 
high level administra- 
tive services will render 
tone to the entire or- 
ganization. 


Techniques of operation 

A selected number of “Orphans” are 
gathered together and placed under 
the Administrative Services manager. 
If the scale of the company’s operations 
is larger than average, the manager’s 
staff could include one high-caliber 
staff man and a competent secretary. 


(To page 70) 
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Recipient should always be addressed by name .. . 


Do your letters say 1955? 


A warm personal tone, a note of informality, 
and avoidance of trite, outworn expressions are 
hallmarks of the modern business letter— 


by Donald V. Allgeier, Ph. D. 


Associate Professor of Business Administration, Marquette University 


A GREAT DEAL has been said and 
written to the effect that the business 
letter of today—the “modern” busi- 
ness letter—is ideally a friendly, in- 
formal, personal letter, quite different 
from the stiffly formal, stereotyped and 
traditional letter of yesterday. Business 
prides itself on modern equipment, 
modern selling methods and advertis- 
ing, modern manufacturing methods; 
naturally, letters and other written 
communications should be modern too 
—up-to-date in language and form, de- 
signed for the complex business world 
of the present. But just what does 
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this mean in terms of specific usages 
and practices for the letter writer? 
The business man who tries to mod- 
ernize his correspondence may find 
himself confused in attempting to dis- 
cover just what constitutes a “modern” 
business letter. He may take up 
standard textbooks.on business corre- 
spondence, but even here he will find 
continued use of old-fashioned letter 
salutations and closes, examples cited 
as model letters which seem quite lack- 
ing in personality and feeling, and con- 
flicts among the different sources as to 
just what is right. Even the newest 
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books seem to lag behind the more 
progressive, pace-setting firms in the 
adoption of new techniques, Our hypo- 
thetical business man can attempt to 
gather examples from the firms he con- 
siders worthy of emulation or he can 
dig out the results of a few surveys 
which have been made and published, 
put such a task would probably re- 
quire more time and effort than he has 
to expend. 

Our confused business man, whose 
definition of the “modern” letter is 
quite vague, may find helpful a de- 
scription of some of the characteristics 
of such a letter, as viewed by those who 
specialize in improving business cor- 
respondence. Those who teach and do 
research in that field have a pretty 
clear idea of the ideal letter and they 
have found large numbers of leading 
business firms whose practices confirm 
these findings. Here, then, is a usable 
pattern for the “modern” business 
letter. 


The salutation 

In the first place, there seems to be 
little justification for the continued use 
of the “Dear Sir” salutation. Perhaps, 
in a very formal letter, or in a case 
where the individual’s name is not 
known, it may still be valuable. But 
for the bulk of business correspondence 
there is no place for this stiff saluta- 
tion. 

There can be little doubt that most 
people prefer to be called by name. The 
old rule that this should be done only 
if some acquaintanceship exists is out- 
moded. Surely no one would object to 
being called by name. And, if we ac- 
cept the premise that the modern busi- 
ness letter is friendly, informal, and 
personal, we can hardly do otherwise 
than to choose a salutation in keeping 
with the tone of the letter. 

Thus, the personalized salutation— 
such as “Dear Mr, Jones” or “Dear 
Miss Jones” — becomes the only salu- 
tation needed for business letters ad- 
dressed to individuals. It is friendly 
and personal, just as the whole letter 
should be. Recent surveys show such 
a salutation overwhelmingly in the 
lead in usage. Yet most textbooks con- 
tinue to print long lists of salutations in 
order of formality, with rules for using 
each. And some business firms cling 
to the old ways, not realizing the op- 
portunity they lose for a friendly greet- 
ing. 

Of course, some advocate doing away 
with the word “Dear.” It must be ad- 
mitted that the use of “Dear” in a 
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letter is a carry-over from tradition. It 
is hard to see how any definition of 
the word fits it for such a use, Yet 
the name alone seems stiff and formal 
—unfriendly: “Mr. Jones.” And no 
one has as yet come up with a satis- 
factory substitute for “Dear.” Some at- 
tempts have been made to use the 
name in the first sentence of the let- 
ter, thus using the first part of this 
sentence as a salutation, or having no 
salutation at all, There is much to be 
said for such a practice, but it has 
been given only limited acceptance by 
business firms. It is mentioned here as 
a possible solution to the problem of 
what salutation to use. But as long as 
the weight of use is behind the word 
“Dear,” let’s not be afraid to use it, 
but lighten it by following with the 
name of the person addressed, rather 
than with “Sir.” 

In addressing a firm, organization, 
or group, by far the preferred plural 
salutation is “Gentlemen.” “Messrs.,” 
“Sirs,” or “Dear Sirs” are ‘outmoded 
forms and need never be used. To an 
organization of women, “Ladies” is 
much to be preferred over “Mesdames.” 

If an attention line is used, the ad- 
dress will be, of course, to a firm, and 
“Gentlemen” will be the salutation. 


Tone of the letter 

Naturally, the form and preliminary 
parts of a letter are not the predomi- 
nant evidence of friendliness and in- 
terest in the reader. They are impor- 
tant, but the tone of the body of the 
letter is what gives the letter its person- 
ality and thus its reader interest. 

Three characteristics have already 
been mentioned — friendliness, infor- 
mality, and the personal touch. It may 
be possible to state the facts of a 
situation bluntly and very briefly in a 
letter and let it go at that, But unless 
there is a warm, friendly tone to the 
letter, many a reader will be offended. 
Even if form letters are used, they can 
be worded in a friendly, informal 
style. 

To write such a letter, the corre- 
spondent must be interested in the per- 
son he is addressing. He will avoid 
the long list of old-fashioned, stereo- 
typed expressions which were once 
thought to make up the language of 
business. There is no separate language 
of business. It is the same language 
one uses in personal conversation and 
in personal correspondence. 

There is no reason for concealing 
the meaning of a letter behind flowery 
circumlocutions or meaningless phras- 
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es. The use of such language robs the 
letter of its personality—making it 
seem a rubber stamped product. 

For example, the introduction to a 
business letter can usually be omitted 
entirely. What need to say, “Your 
esteemed favor of the 16th has been 
received and contents duly noted?” 
It is fairly obvious that his letter has 
been received and read. And in any 
case, people just don’t talk iike that 
today. So why write that way? It is 
much better to begin the letter with 
something important — particularly 
something important to the reader. 
Think of your reader and what you 
know of his interest in what you are 
saying and use that interest for your 
opening. If you can point out some- 
thing you are doing for his benefit, 
that is a fine beginning. If not, you can 
at least approach the letter from his 
point of view, his interest. 

It is difficult to keep out all the trite 
words and expressions which have 
crept into our language. There are few 
business letters which avoid them en- 
tirely, so strongly have some people 
become convinced that, to be business- 
like, one must say “Please advise” in- 
stead of “Please let me know”; “In 
regard to same” when “Concerning 
your order” would be better; or “Take 
this opportunity to” when the whole 
expression could be omitted to the 
benefit of the letter. Other examples 
are the overuse of the word “beg,” as 
in “We beg to state,” “favor,” “here- 
with,” and “of recent date.” Lists of 
trite expressions appear in all text- 
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books on letter writing and in many 
pamphlets or magazine discussions. 
They should be consulted, so as to 
avoid these over-age words which 
weaken the letter. 

The trailing ending is equally bad. 
“Hoping to hear from you soon, we 
remain” is not only hopelessly behind 
the times, but is also incorrect English. 
The letter should end with a complete 
sentence—preferably with a courteous 
request for some sort of action. 

Avoiding the stereotyped, rubber 
stamp language and writing, instead, 
as you talk will give your letter the 
desired informality. The writer should 
imagine himself speaking to the reader 
directly across the desk. The quality 
of friendliness in the letter can only 
come through real interest in the read- 
er and emphasis on his benefits and 
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Why ignore the small office? 


Many problems facing the small office are unique— 
yet textbooks, courses, and speeches are based on the 
examples of giant companies— 


by R. E. Heidebrink, Balerank, Inc., Cincinnati, O. 


EVERY OFFICE MANAGER in a 
relatively small office soon learns that 
not enough reference material is avail- 
able on his special problems. 

A great proportion of America’s 
businesses must be classed as small. 
Also, it must be kept in mind that 
even giant corporations maintain many 
small branch offices. 

Nevertheless, college textbooks and 
courses take practically all their exam- 
ples from large offices of great corpora- 
tions and rarely mention the smaller 
company. Even many office manage- 
ment magazines are slanted for the big 
company. One article was seen in which 
the author recommended as a prerequi- 
site to increasing office efficiency that 
the office manager first surround himself 
with a good methods staff. It is certain 
that at least 95 percent of his readers 
left him at that point. 

It is often said that the small office 
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is merely a miniature of the large, and 
that the same methods can be used in 
both. 

Is this true? 


Distinction between offices 


The large office, because of its great 
volume of work, employs complex ma- 
chines and specially designed forms. 
Often special training programs are 
conducted for beginning workers by 
qualified people. Each job can be an- 
alyzed into simple steps, thus simplify- 
ing training. Since there are usually 
several people doing similar jobs, ab- 
sence or termination of employment 
does not greatly affect the work of the 
office. 

The manager of the large office has 
broad general control over the admin- 
istrative routines of his office. Direct 
supervision of workers is delegated to 
section heads. Usually, most of the 
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details of procuring equipment, sup- 
plies, and personnel are performed by 
assistants. He is primarily an execu- 
tive. 

In the small office, with a low vol- 
ume of work, only the simple machines 
are economically feasible. The work- 
ers are, on the average, less experienced 
and less highly trained. They require 
more teaching, which the office man- 
ager is expected to do. These workers 
must each do several phases of a job, 
and therefore must be more versatile. 
Since each does a rather complex as- 
sortment of duties, the absence or loss 
of one person can seriously cripple a 
small office. 

The manager of the small office is 
responsible for the work of the office, 
and also is usually assigned other duties 
as accountant, credit man, or sales 
correspondent. He directly supervises 
all employees, without the insulating 
barrier of subordinate supervisors en- 
joyed in the large office. He is expected 
to do his own purchasing, hiring of 
personnel, training, devising of meth- 
ods, all without outside help. He is 
primarily a technician. 
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If this difference were widely recog- 
nized, and definite study made of the 
small office problems, the managers of 
such offices could more easily attain 
a higher professional skill with attend- 
ant benefits to themselves; the smaller 
companies would increase their efh- 
ciency; larger companies would find 
their branch offices operating more 
satisfactorily; and the welfare of the 
country would be improved by the 
higher productivity of the great num- 
ber of workers in small offices. 

Manufacturers of equipment and 
supplies could tailor their products if 
a really definitive source of informa- 
tion concerning the small office were 
available. 


Service opportunities 


Consider also the fertile field for 
enterprising people in providing serv- 
ices for small offices. Already we have 
companies which specialize in produc- 
ing payrolls on a fee basis, or doing 
outside typing, or duplication. In many 
cities there are agencies that supply 
part-time workers for emergencies. 
Isn’t there also a field for such service 
agencies in the areas of personnel work, 
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bookkeeping, transcription, invoicing, 
clerical routines? 

Perhaps there would be an advan- 
tage in some arrangement whereby 
several small offices would share the 
cost of complex equipment which the 
work volume of no single one of them 
would justify. Would it be feasible for 
several companies to mairitain a com- 
mon supply room, paying jointly the 
salary of someone who would keep 
supplies in order and maintain per- 
petual inventory? 

A study of the problems of the 
smaller office might reveal many such 
ways to benefit American business, and 
at the same time provide substantial 
incomes for individuals with the re- 
sourcefulness to fill the needs disclosed. 

Granted that such a study would be 
eminently useful—who.is to undertake 
it? 

Many should take part. Foremost 
should be the managers of small offices 
themselves, whose lively interest in 
their professional associations might 
lead the way. 

Those companies making office 
equipment or supplies might well do 
more research on small! offices and be 


Couldn’t several small offices share complex equipment and services in a central point? 
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rewarded by fresh markets and new 
competitive advantages unknown to 
their less progressive rivals. 

The publishers of office management 
magazines and textbooks should cer- 
tainly encourage writers on this sub- 
ject, as obviously, a great proportion 
of their readers must be employed in 
small business, and would be sure to 
welcome material at last suited to their 
special needs. 

Office management associations must 
be composed in great part of members 
from small companies, and thus can- 
not fail to be interested. 

Our universities should insist that 
instructors make their courses in office 
management more useful by treating 
thoroughly the type of office which 
their graduates are most likely to man- 
age. Certainly, business administration 
students should be encouraged to take 
the problems of the smaller office—a 
relatively untouched theme—as subjects 
for theses. 

Thus might a great body of knowl- 
edge be built up, and a new group of 
techniques developed, to increase even 
more the productivity of American 
business, 
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An “Open Sesame” for college graduates 


Why do so few women college graduates 
learn shorthand and typing today? 


by H. M. Overley 


Personnel Supervisor, Atlantic Refining Co., Inc., Philadelphia 


Mr. Overley at his desk 


FOR SOME OBSCURE reason, wom- 
en who go to college to prepare for a 
career in business or industry seem to 
prefer every other field to that in which 
opportunities are greatest. They study 
English, psychology, economics, lan- 
guages, history and everything under 
the sun, except the one subject that is 
the “Open, Sesame!” to the world of 
business. 

Take Dolores, for example. Dolores 
went to State on a four-year scholar- 
ship and was graduated B.A. cum 
laude. She was President of her sor- 
ority, vice-president of the Student As- 
sociation, Phi Beta Kappa, Phi Alpha 
Theta, Psi Chi, May Queen; alert, per- 
sonable, charming, and looking for a 
chance to get started at $200 per month, 
or less. 

Take Dolores—we did not. Yet we 
had a number of vacancies in positions 
with a starting salary of over $275 per 
month. Dolores could have taken her 
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choice of a job in the Engineering, 
Purchasing, Accounting, Sales or In- 
dustrial Relations Departments — if 
only she were able to transcribe short- 
hand dictation at about 30 words per 
minute, 


Many young career women, especial- 
ly in the glamour jobs in advertising, 
publishing, fashion, find their work so 
demanding that there is little time for 
outside interests. A secretary seldom 
takes her job home with her at night. 
She has leisure hours for fun and self- 
development. She follows her interests 
in literature, music, art, sport. Her 
circle of friends is not limited to her 
co-workers at the office because she has 
the time and energy to enjoy a satisfy- 
ing social life and, incidentally, can 
afford the wardrobe that goes with it. 
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The way in and the way up. 


Job has many facets 

A secretary’s job is much more than 
making pothooks in a notebook and 
beating a typewriter. In our company 
only 50 to 60 per cent of the time is 
spent in dictation and transcription in 
the average stenographic job. In the 
secretarial classifications the proportion 
is much less and some secretaries sel- 
dom take dictation except on highly 
confidential matters. A secretary screens 
mail, telephone calls and visitors and 
decides which matters are of sufficient 
importance to receive the attention of 
her superior and which can be routed 
to subordinates. She handles most cor- 
respondence on her own _ initiative, 
either composing or dictating replies 
which are often signed and released 
without reference to her superior. She 
may supervise a number of clerks and 
stenographers in the department. 

A secretary makes arrangements for 
executive conferences and committee 
meetings, She prepares agenda, takes 
notes at meetings, prepares and releases 
minutes. She is “in-the-know” and is 
entrusted with confidential files and 
top-secret information. If her supervisor 
travels, she arranges his itinerary and 
makes transportation and hotel reserva- 
tions. She may keep his personal check- 
book, even prepare his income tax. 

The job of the secretary is a big one. 
She doesn’t have to be a Phi Bete, or 
even a college graduate, but it helps. 

The critical shortage of engineers 
has received national attention in re- 
cent years. Yet today it is easier to hire 
a graduate engineer than it is to hire 
a secretary with a degree. The college 
recruiting season will in a compara- 
tively short while be in full swing and 
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The new Cardatype Accounting Machine will produce as many as four different sets 
of documents, tags or forms, simultaneously, from a single typing. 


Constant data can 


be entered automatically since the Cardatype “reads” punched cards. 


Erie begins mechanical processing of freight 
movement reports; IBM shows small office units 


PUNCHED CARD business machines 
are being installed by the Erie Rail- 
road in freight yard offices at Ham- 
mond, Ind., Marion, Ohio, and Mead- 
ville, Pa., as a first step in a long-term 
program to eliminate manual _repeti- 
tion of information needed by yard- 
masters and masters in routing freight 
cars. 

“Use of business machines in yard 
offices is a forward step in car report- 
ing and will help to keep shippers and 
receivers quickly informed about the 
mevement of their cars while in our 
trains,” Ernest E. Seise, assistant to the 
president, said in outlining the advan- 
tages of the new system. “Our goal is 
to transcribe only once the contents of 
the freight waybill and then process it 
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by Robert M. Smith 


mechanically to produce the various 
kinds of information required in our 
several departments. Needless dupli- 
cation of effort by frequent copying 
and recopying of the basic data from 
the waybill can be eliminated.” 

The electric machine process begins 
with the receipt of a waybill for each 
car to be moved in a train. From the 
waybill cards are punched to show the 
car initial, number, loaded or empty, 
type, net tonnage, gross tonnage, con- 
tents, destination, state, consignee, junc- 
tion and road, freight charges, origin, 
state, shipper, date, waybill number, 
route, and special instructions. 

Information for the preparation of 
“wheel reports” previously was taken 
from waybills by train conductors and 


March, 1955 


listed in handwriting, according to the 
Erie official. “With the new method,” 
Mr. Seise continued, “the cards are fed 
into a machine which gives the con- 
ductor and other departments con- 
cerned a printed copy of the train 
consist with cars in their correct loca- 
tions in the train. At the end the net 
and gross tonnages, number of loaded 
and empty cars, are automatically tabu- 
lated. Prepared in advance, it prevents 
delay in the train departure because 
of paper work.” 

The information is also sent on auto- 
matically to the next terminal, where 
the yardmaster can plan his rearrange- 
ment of the cars according to destina- 
tion well in advance of the train’s ar- 
rival. 
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Simultaneously, the information is 
also sent to the Cleveland headquarters 
of the Erie, where train consists and 
punched cards are produced by the 
electrical impulses transmitted from the 
originating point. 

The data in Cleveland are used to as- 
semble a “passing report,” which is a 
feature of the Erie’s service to shippers. 
Through “passing reports,” the rail- 
road can give a shipper anywhere in 
the country a quick statement on the 
location of his shipment at any given 
time, and estimated time of delivery at 
destination. They also give him an 
opportunity to divert his shipment to 
a different destination if that should 
be desirable for any reason. 

“We are looking forward to the day 
when it might be possible to key punch 
a card from a waypbill in a railroad 
yard on the West Coast and have that 
same card reproduced over and over 
again in each railroad yard from the 
West Coast to the East Coast without 
ever having to transcribe manually the 
data from the waybill,” Mr. Seise said. 


IBM shows new units 

International Business Machines Cor- 
poration demonstrated a new “one- 
man-force” business machine in Chi- 
cago in February designed to eliminate 
much manual copying of information 
between various departments in office 
and plant, and to reduce the amount 
of time needed for paper work. 

The new unit, the IBM Cardatype 
Accounting Machine, was designed 
particularly for use in small business, 
although the manufacturers maintain 
it is adaptable to all offices. Basically, 
the machine produces an entire set of 
related forms, tickets, and documents 
at one writing, and is able, by means 
of an automatic computing unit built 
into the unit, to perform calculations 
on the information entered by the 
operator. 

The basic machine has three units: 
an electric typewriter, an auxiliary 
numerical keyboard, and equipment 
for reading punched cards and auto- 
matically controlling the entire Carda- 
type operation according to a preset 
program. In addition, there is an auto- 
matic computing unit. Three more 
connected, unattended typewriters may 
be installed beside the Cardatype for 
the production of additional related 
forms such as shipping tags, or stock 
selection tickets, 

According to the manufacturer, the 
Cardatype can be used appropriately in 
order writing, accounts receivable, pur- 
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chase order writing, accounts payable 
and check writing, stock records, pay- 
roll and check writing, personnel ac- 
counting, and appropriations and 
budget accounting, as well as in a 
variety of other office functions. 

IBM, at the same meeting in Chi- 
cago, also demonstrated a new sorting 
unit, the Type 83 Sorter, which can 
take a stack of 1,200 punched cards in 
random order, and sort them into either 
numerical or alphabetical sequence at 
the rate of 1,000 cards a minute. 


Unemployment dispute continues 


Meanwhile, the dispute over the 
effect of automation on employment 
continues. According to an NEA story 
which appeared on February 2, D. S. 
Harder, the vice president of Ford who 
coined the word “automation” in 1947, 
is confident. He said: 

“They say automation will cause 
widespread unemployment. But it will 
create more jobs, create more products 
at less cost and increase the ability to 
consume.” 

The story pointed out, however, 
that although total employment is still 
at a record level at this time when 
automation is spreading fast, the num- 
ber of workers in the petroleum indus- 
try, one of the first major industries to 
introduce automation successfully to 
manufacturing processes, dropped from 


147,000 in 1948 to 137,000 in 1954. 
Petroleum production rose during the 
same period 22 per cent. 

In another example, the story cited 
the experience of Bell Telephone, 
which has reduced the ratio of em- 
ployees to ‘phones in use from one to 
forty in 1925, when dial systems were 
first introduced, to one to 70 today 
when dialing is widespread. Total 
number of employees at Bell is steadily 
climbing because of a constant increase 
in business, however. 

Meanwhile the CIO has called for a 
congressional investigation of compa- 
nies which are developing automatic 
factories to reveal how many workers 


are being displaced. 
Electronic ticket service begins 


Western Union Telegraph Company 
announced a new type of electronic fac- 
simile equipment last month, used to 
flash Pullman and reserved seat coach 
tickets from one railroad to another, 
which makes possible almost instant 
service for customers who must use sev- 
eral railroads between two points, 

A Pennsylvania Railroad office in 
New York and a New York Central 
office ia Cleveland are the first railroad 
centers to install the new equipment. 

The new system can deliver a ticket 


within eight seconds. 


The IBM Type 83 Sorter can sort 1000 punched cards into either numerical or 
alphabetical order in one minute. 
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Conclusion— 


Methods planning—when, where, how? 


Who should be responsible for the methods planning function? 
Should it be an outsider or a man from within the company? 
W hat are the qualities of a good methods analyst? 


by Ralph W. Fairbanks 


Fairbanks Associates, Management Consultants, Greenwich, Conn. 


The first instalment of these articles appeared in the February issue 


ONE vital factor remains to be cov- We felt this was essential—and is es- ual companies may find it wisest to 
ered. Who is to plan the program in sential in most instances—for a variety place the methods function slightly be- 
detail, and carry it out? Should it be — of reasons. low the level of divisional heads in -- 
the office manager? Does he have The Methods Analysis Function, if terms of salary. But it should be only 
the time to spare from his regular office it is to survey and improve all depart- a slight difference—for two reasons: 
responsibilities to do justice to a meth- mental operations, cannot operate on a Divisional heads are human—they 
ods improvement program? Does he junior level, or a line level within one will accept recommendations for 
have the experience to plan such a pro- _— division of the department. It must changes within their divisions more 
gram? If he has experience, is it purely function on a staff basis—as an advisory _ readily from a man on their general 
theoretical or has he had practical ex- body—and it should have direct access —_Jevel, in terms of salary and access to 
perience as well? to the person or group controlling de- top management, than they will from 
Should any line executive actually be partmental functions. The changes we someone considerably junior to them. 
¢ recommended in the midwestern com- 


responsible for systems planning and 


The simplest reason of all—a com 
conversion? 


pany’s table of organization are shown 


aa ie Ck Uae. pany is not going to have a very good 
Our answer was no in the midwest methods planning group if it is not 

ern instance, and is almost always neg- The prestige factor willing to pay enough to attract and 

ative. We recommended as fundamen- hold a good methods analyst. 

tal to overall systems refinement the Moreover, the person responsible for What are the qualifications a com- 

removal of the Methods Planning Func the survey must, if he is to be effective, pany should look for in an executive to 

tion from its place within one of the function on the same general personnel organize and administer its methods 

line divisions of the Controllers Com- __ level in terms of prestige and salary as__ planning function? 

mittee, and its establishment as a staff the divisional heads. This can cause He should be a leader of substantial 

function directly under the committee. some personal difficulties, and individ- (To page 66) 
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The Methods Analysis Function—if it is to survey and improve all departmental opera- 
tions—cannot operate on a line level within one division of one department 
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CASE OF 
THE MONTH 


How can an airline be sure 
of good sales techniques— 
when most sales are made 
by ‘phone? 


EVERY COMPANY that depends to 
a large extent on telephone sales has 
an obvious interest in the telephone 
manners and methods of employees 
dealing with the public. Elaborate tele- 
phone training courses have been set 
up by many; mgnitoring is used by 
many others as a guide to help correct 
mistakes made by company personnel 
in dealing with customers on the 
‘phone. 


Lyman Watson, district training supervisor, records two-way conversation . . .« 


TWA monitors telephone sales with recording units 


Trans World Airlines (like all other 
air lines) is one of the companies which 
does a great deal of its business through 
‘phone reservations. But airlines are 
faced with a particularly acute selling 
problem: practically ail customer con- 
tact is done over the telephone. This 
is admittedly a cold, removed tech- 
nique of selling: often the slightest 
unintended inflection in the voice can 
chase a potential customer away. 


. +. plays it back to agent, showing her how technique could be improved 
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At the same time, the airline’s repre- 
sentative misses the warm closeness of 
talking with a customer in person. 

Faced with this problem, TWA has 
evolved an unusual but effective moni- 
toring system that demonstrates graph- 
ically—and audibly—to sales order 
clerks mistakes in their telephone tech- 
niques, through utilization of electronic 
recording machines. 

How, pondered TWA, just after 
World War II, when competition was 
growing keen again, can we overcome 
that dark, intangible barrier that stands 
between us and the public contacted by 
telephone? 

At that time a woman supervisor, 
responsible for sales training moved 
from desk to desk and listened to con- 
versations, but she could hear only one 
end of a conversation. The system was 
improved by addition of a special tele- 
phone installation which made it pos- 
sible for her to plug into a line and un- 
obtrusively listen to a salesman’s con- 
versation, and later talk to him about 
it. This back-stopping gave the new 
sales people confidence, for they knew 
that the monitor was trying to help 
them. 


Two-way monitoring 
Several years ago, TWA added an- 
other improvement to this system, 
which has proved to be one of the 
(To page 64) 
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Forms— 


(From page 16) 


different types of payment, and to make 
sure that there was no misunderstand- 
ing, we used appropriate check requisi- 
tion forms on which we recorded the 
necessary details, for each type of pay- 
ment. 

Figure 1 shows the form we used 
for merchandise for resale, and in par- 
ticular for groceries, the bulk of our 
business. Similar forms were used by 
our other merchandise departments; 
but in different colors to distinguish 
them, and with different account allo- 
cation numbers and different lists of 
departments to which it might on oc- 
casion be necessary to circulate the 
vouchers. 

Another variant provided for the 
different needs for payments for ex- 
pense items not for resale, and for 
capital assets acquired. The main dif- 
ference here was the need to cover the 
payment of a series of invoices with 
one payment, rather than a number of 
different commodities, and to distin- 
guish between items not subject to 
sales tax, those subject to tax, and the 
tax upon them. Figure 2 shows the 
form which met these needs, 


Combining forms 


Our first step toward cutting down 
the number of forms was to see if we 
could combine these. 

We found that writing the checks 
for one class of payment at a time on 
our bookkeeping machines was efh- 
cient, and eliminated any sorting prob- 


This form replaces forms ©. 152, © 195, © 236, U 254, 0.1051, 0. 10SZ and 0 1249 


APPROVAL REQUIRED BEFORE PRESENTING FOR PAYMENT OR ENTRY 


Type of Expense Approved by 


Buyer (on Purchase Order) 


Boyer (general authorization for the 


Advertising 
Public Relations 
Donations Vice - President 

cations Research andOrganiaation Director 


Division Head 


Divison Head 


Miscellaneous out-of pocket expenses Division Head 


If the official designated above is not available. approval may be obtained from 
has authorised deputy according to the current listing published by the 
Compt oiler 


Back of final form is used to list 
those authorized to make payments 
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lem, so that it would no longer be nec- 
essary to use different colors. A “box” 
for a check-mark would show clearly 
to which class any batch of payments 
belonged. 

The account classifying clerks knew 
the numbers of the accounts they han- 
dled—as clearly they must—and it took 
them no longer to write them in than 
to select the correct printed number. 
Moreover, they could write them on 
consecutive lines, so that there is no 
risk of the bookkeeping machine oper- 
ator mistaking the line on which an 
amount to credit or debit was written, 
and posting to the wrong account in 
consequence. 

So a single form, without preprinted 
account numbers, would do. 

There remained the different lists of 
departments to which the vouchers 
might have to be circulated. A study 
showed which were concerned most 
often. These could be listed on the new 
form, with space to write in any others. 
There was no sacrifice of convenience. 
The forms could be combined. 


Eliminate where possible 


However, it is better to eliminate 
forms than to combine them. We knew 
that many firms used merely a rubber 
stamp on the invoice to be paid, in- 
stead of a special form, to authorize 
payment. We felt that this cut down 
the speed of the machine operators, 
since it would often have to be placed 
over existing printing on the invoice, 
or on the back of it; and many of our 
more complex classifications would be 
difficult to read in these conditions. So 
we could not eliminate the forms. But 
we went more than half way. We 
made rubber stamps with very large 
figures, showing the numbers of the 
two or three main merchandise ac- 
counts and spaces for the initials of the 
checking and approving officers. 
Whenever a payment was allocated 
entirely to one of these accounts, we 
put the stamp for it on the invoice in- 
stead of using a form, 

Good progress, but we had not gone 
far enough. 

Certain senior executives in many 
firms are entitled to have checks drawn 
under special conditions, which may 
involve returning the check to them 
for issue, rather than mailing it in the 
usual way. Special procedure, special 
form—not an unusual story. 

The form in question is shown in 
Figure 3. 

This was a simple form. It was 
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readily combined with our others by 
adding the necessary space for descrip- 
tion and for instructions on the way 
to send out the check. 

Stull the process of simplification was 
not complete. The date which had to 
be shown on a petty cash disbursement 
receipt was basically similar to that re- 
quired for a check. This was another 
form, simple in itself, but adding to 
the number we had to control. It is 
shown in Figure 4. 

We cut it out. The description space 
we had just added to our combined 
form would cover the description of 
the disbursement. The new form 
would be signed in a “Payment Re- 
ceived” space when it was used as a 
receipt, but in an entirely different 
space for “Payment Approved” when it 
was used as a check authorization, Dif- 
ferent people handled the different 
kinds of transaction, so there was no 
danger of confusion. 

There remained two more forms 
which we, like many other firms, used 
for very practical purposes: and which 
showed the same sort of information, 
although in a very different layout—a 
Memo Invoice (Figure 5) and a Remit- 
tance Advice (Figure 6). The Memo 
Invoice was used mainly to record 
liabilities for payments for which we 
had not yet been billed. The remit- 
tance advice was used to compute al- 
lowances and corrections on invoices 
received. 


All incorporated in one 


We took the plunge and incorpo- 
rated these with the others into a single 
form. The “description” space we had 
provided could be used for computing 
corrections: we provided double cash 
columns for additions and deductions, 
and spaces to specify when these details 
were to be shown on the check stub 
sent to the payee. Extra spaces for the 
various references were inserted, and 
this completed the job, 

The form that resulted is shown in 
Figure 7. 

It was slightly larger than some of 
the forms it replaced; but the cost of 
the extra paper is only a fraction of the 
cost of printing one form, let alone 
seven; and the cost of printing, in 
turn, is only a fraction of the cost of 
using the forms. The use of a small 
quantity of extra paper was, therefore, 
well justified in this case. 

The new form is also a little more 
complicated than the old ones, at first 


(To page 72) 
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(Bankers Approved) 
the pencil that writes with ink 


‘é 
. ; 


and never needs refilling! 


THE BOSS loves QUILLETTE because it saves office time, cuts 
office costs . . . reduces writing supply inventory! 


SECRETARIES and stenographers love QUILLETTE because it’s 
so light, smooth and easy-going (just like a pencil). Can’t leak, 
smear or transfer, doesn’t need refilling. 


CLERKS prefer QUILLETTE for all general writing, because it 


never needs sharpening, never grows shorter . . . ideal for 
carbon work! Nothing to click or twist! 


QUILLETTE’s full length ink cartridge is locked in wood for 
greater writing comfort! Ink colors of blue, red and green. 


Write today for sample. 


Single Pen 19°C Boxed Dozen $2.28 


RELIANCE PENCIL CORPORATION, Mount Vernon, New York 


Makers of the Famous Templar Duro Lead Pencil 
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Books and Pamphlets 


Microfilming Developments 


The National Microfilm Associa- 
tion, 19 Lafayette Ave., Hingham, 
Mass., has published, at $3 per copy, 
the Proceedings of the Third Annual 
Meeting of the National Microfilm As- 
sociation, which was held at Cleveland, 
April 1-2. 

The volume runs to 125 pages and 
includes papers on “Industrial Micro- 
film Procedures,” “New Photostat Ap- 
paratus to Enlarge and Process from 
Microfilm,” “Microprint Documents in 


Business and Industry,” “An Updated 
Look at Microfilming,” “Microfilm 
Enlarging Via Xerography,” “Prac- 
tical Considerations in the Washing of 
Microfilms,” “Individualizing Micro- 
films,” “Diazotype Duplication of Mi- 
crofilm,” and “A New Approach to 
Some Microfilm Problems,” in addi- 
tion to other articles. 


Publicity Checker 


The 1955 edition of Bacon's Publicity 
Checker has now been published by 
Bacon’s Clipping Bureau, 343 S. Dear- 
born St., Chicago. The book, which 
runs to 256 pages, is spiral bound with 
a fabricoid cover. It lists 3,058 svacnesl 


SCRIPTOMATIC 


The only addressing system that prints directly 
from card masters to any type of material (en- 
velopes, booklets, etc.)...or to a mailing tape. 


V CHECK THESE UNBEATABLE ADVANTAGES: 


SSSHSSSSHSSSSSHSSHSSSSSSSSHSSSSSSSSSSHSSHSSSSSSSSEESEHHSESEEEES 


Vv CHEAPEST POSSIBLE ADDRESS 
MASTER 


te P.waTSOW 
wns FRAN ent ais 


Paper, instead of metal or other 
stencil material. 


Prepare at high speed with ordinary 
typewriter. 
Eliminate duplicate lists. 


Reduce filing to 1/16 the space re- 
quired by regular stencils. 


v SELECTIVITY AND FLEXIBILITY WITH 
TAB CARD MASTER 


Any tabulating machine card can 
also serve as a Scriptomatic Master. 


Scriptomatic masters can be made 
on continuous form cards, accounts 
receivable ledger, needle sort cards, 
etc., in any size and employing any 
amount of copy area. 


PARTIAL LIST OF SCRIPTOMATIC USERS 
OWNING FROM ONE TO 12 SCRIPTOMATICS 


*wl-el ’c4 ai 


Association of America 
New York Tuberculosis & 
Health Assoc. 
*Walter Field Co. 
*Wesleyan University 
Press, Inc. 


*U. S. Navy 


*Readers Digest 
*Grit Publishing Co. 


*State Finance Co. 
U. S. Treasury Dept., 

Bureau of Distribution 
Concert Hall Society 


(*More than one Scriptomatic) 


*Journal of Living 
*Jackson & Perkins 
Lana Lobell 
Hooper-Holmes Bureau 
Lewis Howe Co. 
Tohuku Electric Power Co.,Japan 
Lockheed Aircraft Corp. 


500 


Write for actual case studies and descriptive material. Discover now, 
at no obligation, if Scriptomatic can 


improve your specific procedures. 


SCRIPTOMATIC INC. 


316 North lth Street, Philadelphia 7, Pa. 


NOTE: Sales-Service organizations with nec- 
essary experience and qualifications 
are invited to discuss open territory. 
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tions, classified and coded to show the 
type of publicity material used by each. 
The publications are listed alphabet- 
ically and also under 99 market group 


classifications. Information shown in- 
cludes address, editor, issuance dates, 
circulation, and name of publisher. 
Space is provided for records kept by 
the user of the book. The new volume 
is priced at $15. 


AMA Office Management Conference 


Fourteen papers presented at the 
American Management Association's 
Office Management Conference, held 
October 20-22 in New York, have now 
been published. The papers fill three 
booklets in the Office Management 
Series. These are: No. 136, entitled, 
The Impact of Computers On Office 
Management; No, 137, Company Ex- 
perience in Improving Office Adminis- 


| tration; and No. 138, Searchlight On 


Office Cost Control. Each is priced at 
$1.25 and is available from the Amer- 
ican Management Association, 330 W 
42 St., New York. 


Improving Profit Through Cost Control 


The Controllers Institute of America, 
1 E. 42 St., New York, has published 
the second volume of papers presented 
at its 23rd Annual National Confer- 


/ ence. The book is entitled Improving 


Profit Through Cost Control. Included 
are discussions on manufacturing cost 
controls, control of research funds, and 
other subjects. A discussion of the 
value of electronics in the office appears 
as part of a report called “Organizing 
A Profit Improvement Program,” by 
George W. Chane, of Ernst & Ernst, 
New York. The book is available from 
the CIA at a price of one dollar. 


National Business Show Catalog 


The Office Executives Association ol 
New York has prepared its third an- 
nual catalog, a massive book, covering 
products exhibited at the National 
Business Show. The catalog consists 
largely of literature supplied by ex- 
hibitors at the show and is available to 


major corporations, libraries and 
schools. While the supply lasts it is 


offered without charge. Requests 
should be addressed to Alfred T. Ruf, 
president, Office Executives 
tion, 33 W. 42 St., 


Associa- 
New York. 


A Way to Relax 


A leading business executive who 
has found inspiration and satisfaction 


(To page 40) 
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Glistening floors can still be safe floors—if the floor wax contains 
““Ludox’”’ colloidal silica, Du Pont’s anti-slip ingredient. 

The tiny particles of transparent “‘Ludox”’ form a network 
throughout the wax film (see diagram). Shifting of the wax 
particles underfoot is thereby reduced, absorbing much of the 
foot’s forward-moving energy. The result—added traction and 
added safety underfoot! 

Waxes properly formulated with “‘Ludox”’ retain their gloss, 
water resistance, and leveling properties. Have your maintenance man try a floor wax contain- 
ing “‘Ludox.”’ You’ll see how safe beautiful floors can be. 

E. I. du Pont de Nemours & Co. (Inc.), Grasselli Chemicals Dept., Wilmington 98, Del. In 
Canada: Du Pont Company of Canada Limited, Box 660, Montreal. 


REG. U. 5. PAT. OFF 
BETTER THINGS FOR BETTER LIVING Colloidal Silica 
. . THROUGH CHEMISTRY 
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q Mobile storage system 

File cabinets, shelving, etc., can now 
be mounted on steel tracks, to permit 
more efficient use of space, since rows 
can be placed close to each other. In- 
stallations by Dolin..Metal Products, 


Inc., 315 Lexington Ave., Brooklyn, 
N. Y. 


Letter handling: machine 
Lansdale Products Corp., Lansdale, Pa., 
has introduced this Faltex combination 
letter opening and folding machine. 
It can fold up to 10,000 sheets an hour 
and can be equipped with a perforator 
for detachable coupons. 


q Vending machine 

The manufacturer of this new hot cot- 
fee and hot chocolate vending machine 
is the Stoner Mfg. Corp. of Aurora, Ill. 
It has a capacity of 500 cups, kept hot 
by a thermostatically controlled heating 
unit. 


p> Wood chair 

This is the “Capri,” one of a number 
of new chairs made by The B, L. Mar- 
ble Chair Co., Bedford, Ohio. It is 
available in combinations of fabrics, 
leathers, and Naugahyde. Seats have 
foam rubber cushions. A variety of 
wood finishes, over walnut, are offered. 
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A Liquid pencil 

The Parker Pen Co., Janesville, Wis. 
recently announced the development of 
a new pencil which writes with liquid 
graphite. The written line is erasable, 
and the pencil can be refilled in the 
manner of a ball-point pen. 


i 


Vv Speech prompter 

The Speech Q is a small device used to 
aid a speaker’s memory. The speech is 
written on a roll of paper which is un- 
rolled automatically line by line. Price, 
$495. Tele Q Corp., 1227 Sixth Ave. 
New York. 
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EXTRA! EXTRA! 


yw 
bs YOU CAN RENT THE WORLD'S FOREMOST 
aa $7.50 A MONTH 


Now you can RENT 
one, a dozen or more 
OLD TOWN Spirit 
Duplicators... 

install a complete, 
modern Duplicating 
System in your office 
with no capital 
investment. And even 
before you rent, you can 
have a 10-Day Free 
Trial... to prove how 
an OLD TOWN 
Duplicating System 
reduces and expedites 
paper work — 
saves you 

time and money. 


Make all the copies 
you need, of 
everything you 
write, type, or draw, 
in 1 to 6 colors. 


Trade in your old 
machine ... your 
outmoded “smudge pot” 
is still worth money 
when you trade it 

in on the new 
precision-engineered 
OLD TOWN 
Duplicator. 


Get all the facts on this 
history-making offer — 
mail the coupon now! 


—_" SE = a — —_—— a ee eee ee ee ee 
1 Old Town Corporation, Gest ow- 3, 345 5 Madison Avenue, New York 17, N. Y. 
orld’s foremost 
maker of carbons, on the OLD TOWN Duplicator, INCIUG- pitention -cccomomnennssnsnnnnnnnnn 
ribbons, duplicators CORPORATION ing ap dens ay rental and trade-in. REE he ee 
and supplies 
] © You may arrange a FREE Trial City. | 


OFFICE MANAGEMENT March, 1955 


. 
MR eh 
Behe rae 
ae 4 
i & 
aed 
Oa Bh dae 
, it The oat 
cle BE } 
‘ Sat fig e 
a 3 qr 
a 
, ' hy 2 
*a > 2 " 
rm, & 
¥ F 
“fi 
a | 
} . 
iy 4 
ai 
t ae 
To = __— ~~, cal 
* a , oe Bie, 
¥ ~_ , “A 5 4 |: ee 
-. aaa a 
ra = +4 
— f 
“ ees ¥ 4 i 
a e) + ae. yi , 
: _ i Eee, ; a %: { : |. 
ae oo deo ee ae 
ee a a a ia Fi Be, 5 1 ie vy 
e 8 o*, "fi a Ea as iil 
= i Ss EE" ~~ la 
ees 2 bor) ee " Syl ee ee ia te cl ’ 
a £ ie ol Ok ee fai 
be Do). J gat “ee ee 
F ati 7 : Wed 5 “Bi ; Pe 
- - - a : | : f Pos, eum J 2 
= a ai 4 cee aoe ee ar 
a | ae fe. ee 
r = ve a ‘, a oa .. eet . 
Bi * ae a” ea 1 OT li ee ie 4 ‘ty 
st 1 Sages |. naam ; ‘ 4 em > 
H “aA “pia : H : reas Wie , ‘4 ji 
i *s Bae: iar ie" 4 n ~ Ss ; P a % 
|. res a a 
I a 3 pane + ae! ' fe ay ba i ? " 
‘ * ' par 4 i “ ‘ * a “4 j c | 
q ¥ ys 3 } i” 
( = anti : . pr aut 
» ell / eS. a te’ P 
3 ; ae 5 ; ee ogee — ated 
ee Fe 
{ 
is 
“4 } 
ae 
ee " . 
>! 
wl 
oo: 


q Mobile storage system 

File cabinets, shelving, etc., can now 
be mounted on steel tracks, to permit 
more efficient use of space, since rows 
can be placed close to each other. In- 
stallations by Dolin.,Metal Products, 
Inc., 315 Lexington Ave., Brooklyn, 
M. 3. 


Letter handling machine 
Lansdale Products Corp., Lansdale, Pa., 
has introduced this Faltex combination 
letter opening and folding machine. 
It can fold up to 10,000 sheets an hour 
and can be equipped with a perforator 
for detachable coupons. 


q Vending machine 

The manufacturer of this new hot cot- 
fee and hot chocolate vending machine 
is the Stoner Mfg. Corp. of Aurora, Ill. 
It has a capacity of 500 cups, kept hot 
by a thermostatically controlled heating 
unit. 


>» Wood chair 

This is the “Capri,” one of a number 
of new chairs made by The B. L. Mar- 
ble Chair Co., Bedford, Ohio. It is 
available in combinations of fabrics, 
leathers, and Naugahyde. Seats have 
foam rubber cushions. A variety of 
wood finishes, over walnut, are offered. 


A Liquid pencil 

The Parker Pen Co., Janesville, Wis. 
recently announced the development of 
a new pencil which writes with liquid 
graphite. The written line is erasable, 
and the pencil can be refilled in the 
manner of a ball-point pen. 


‘ 


Vv Speeeh prompter 

The Speech Q is a small device used to 
aid a speaker’s memory. The speech is 
written on a roll of paper which is un- 
rolled automatically line by line. Price, 
$495. Tele Q Corp., 1227 Sixth Ave. 
New York. 
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EXTRA! EXTRA! 


w 
= YOU CAN RENT THE WORLD'S FOREMOST 
ge ATING SYSTEM FROM $7.50. A MONTH 


Ang 


World’s foremost 


ing 10-day free trial, rental and trade-in. 


ribbons, duplicators CORPORATION t duptleston: 


Se oe ens Gee. Ot 


ol n Corporation, Dept. OM-3, 345 Madison mag New York 17, N. Y. 
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Now you can RENT 
one, a dozen or more 
OLD TOWN Spirit 
Duplicators ... 

install a complete, 
modern Duplicating 
System in your office 
with no capital 
investment. And even 
before you rent, you can 
have a 10-Day Free 
Trial . . . to prove how 
an OLD TOWN 
Duplicating System 
reduces and expedites 
paper work — 
saves you 

time and money. 


Make all the copies 
you need, of 
everything you 
write, type, or draw, 
in 1 to 6 colors. 


Trade in your old 
machine ... your 
outmoded “smudge pot” 
is still worth money 
when you trade it 

in on the new 
precision-engineered 
OLD TOWN 
Duplicator. 


Get all the facts on this 
history-making offer — 
mail the coupon now! 


and supplies 


(0 You may arrange a FREE Trial 
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> Cycle billing desk 

Diebold, Inc., 818 Mulberry Rd., S.E., 
Canton, Ohio, recently announced a 
new Cycle-Billing Desk, designed to 
increase the number of accounts under 
each unit operator's control by more 
than 25 per cent. 


A Orlon-silk draperies 

A number of new drapery fabrics have 
been developed by the Edwin Raphael 
Co., Inc., of Holland, Mich. Fabrics 
can be used in sun glare control. A 
feature of the material is that when ex- 
posed to intense heat it turns directly 
into carbon dioxide instead of burning. 


VY “Dual-action” chair 

This Realax chair, made by the Old 
Hickory Furniture Co., Martinsville, 
Ind., has a rubber cushioned seat that 
rolls forward, and a reclining back. It 
is made in solid oak with a variety of 
finishes at prices from $79.50. 


V Open shelf filing unit 

A new product in the line of office 
equipment made by The Borroughs 
Mfg. Co., 3002 N. Burdick, Kalama- 
zoo, Mich. is this open shelf filing unit. 
Units are offered in 72- and 84-in. 
heights, single- or double-face. Sliding 
shelves are adjustable without bolting. 


eeegeez’ Serseseoes:: 


> Liquid pencil 

Scripto, Inc., of Atlanta, Ga., has now 
placed on the market a pencil which 
uses “Fluidlead” as the writing sub- 
stance. It writes dry, and the writing 
can be erased with an ordinary rubber 
eraser, The pencil is priced at 49 cents, 
refills at 25 cents. 


Vv New multiplication device 

This is a detail of the keyboard of a 
new Odhner adding machine market- 
ed by Facit, Inc., 500 Fifth Ave., N. Y. 
Its special feature is the auto-multiplier 
shown at the right. A stepover feature 
is optional. 


A Air conditioner 

This is one of a new line of electric 
room air conditioners recently an- 
nounced by the Emerson Electric 
Mfg. Co., 8100 Florissant Ave., St. 
Louis. Thermostat contro] is standard 
on |-ton models, optional on %-ton 
units. 
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The fastest & easiest way 
to make offset plates! 


From any translucent original 
...to Ozalid positive, sensitized 
offset plates...to running press 


...in as little as 90 seconds! 


1—Lay translucent copy over Ozalith, and expose in any 
Ozalid machine or similar light medium. 


2—Swab exposed plate with developing fluid and fixer, 
place on press cylinder—and you're ready to run. 
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It’s easy and fast to make new Ozalith paper plates. 
And with Ozalid’s new manufacturing facilities, 
Ozalith plates now cost one-third less! 


The new cost of these plates is just $.22 each 
(10” x 16”—other sizes proportionately priced). 
Compare this cost—and the tremendous time and 
labor savings—with any other method of platemaking. 

Ozalith paper plates are positive working—can be 
made directly from any translucent original (no negative 
steps required at any time). They’re diazo sensitized 
for quick preparation and sharp, top-quality copies. 

If you make offset prints of bills of material, 
engineering drawings, letters—anything on translucent 
paper—investigate the savings which can be yours 
with Ozalith plates. 

For long runs and dimensional stability, Ozalith 
positive, aluminum plates are available too—in .006”, 
.010” and .012” thickness, depending on size. 

For a demonstration, call the nearest Ozalid 
distributor. Or write for information to Ozalid, 

185 Ozaway, Johnson City, N. Y. 


OzaLip—A division of General Aniline & Film 
Corporation... From Research to Reality. 
In Canada, Hughes Owens Company, Ltd., Montreal. 


OZALITH 
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Now...at a new low cost! { 
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Books and Pamphlets 
(Continued from page 34) 


in the practice of watercolor painting 
discusses his intriguing hobby in a 
new book, Adventures in Watercolor 
Painting (McGraw-Hill Book Co., 
Inc., 330 West 42nd St., New York, 
$3.50). 

Paul Montgomery, the author, is 
executive vice-president in charge of 
McGraw-Hill’s domestic magazines, 
and an enthusiastic advocate of water- 
color painting for relaxation and ar- 
tistic expression. Thoroughly well-in- 
formed on watercolor techniques and 


opportunities, Mr. Montgomery has 
presented here everything about it from 
information on the brushes and the 
paper up to discussions of subject mat- 
ter. Illustrated. 


Time and Motion Study Reports 


The Industrial Management Society 
has published the Proceedings of the 
18th Annual National Time and Mo- 
tion Study and Management Clinic, a 
176-page volume containing reports, 
charts, forms, and illustrations. The 
clinic was held at the Sherman Hotel, 
Chicago, November 10-12 under IMS 
auspices. Among the subjects discussed 
are time study, motion economy, meth- 


... and with JANUARY 1955 issue 


it’s 18,000° NET PAID! 


Dynamic Growth 
That Parallels 


Over 15,000 


sok 

‘ADD... 
. . P 
‘ADD. > 


re = ABC SS 


* Subject to verification by A.B.C. audit. 
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Dynamic Dec., 1954 
Acceptance by Over 17,000 
America’s 
Top — Oct., 1954 
Executives 
* 
Aug., 1954 
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The ‘magazine that 
reaches and influences _ 
the men who select, 
who specify, who buy 
the equipment used by 
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ods, plant layout, cost controls, wage 
incentives, job evaluation, and human 
relations. The book is priced at $5 and 
may be obtained from the Industrial 
Management Society, 35 E. Wacker 
Drive, Chicago. 


Economic Function of the Corporation 


The American Institute of Manage- 
ment, 125 E. 38th St., New York, has 
decided to make its Management Audit 
Series of monographs available to the 
general public. The first monograph, 
Economic Function of the Corporation, 
has therefore been released for public 
distribution. 

The Institute states that a company’s “+ 
reputation depends on its actual results, 
regardless of its efforts and expendi- 
tures on advertising and publicity. The 
true opinion of the public, therefore, is 
of vital importance to a company, and 
it is urgent that a company discover 
what the public thinks of it. This, ac- 
cording to AIM, is “even more urgent 
for the management analyst than the 
comparison of the company’s growth 
with the whole economy.” 

The monograph consists of seven 
chapters. The first, entitled “The 
Meaning of Economic Function,” de- 
scribes the eight groups which make 
up “the public”: consumers, stock- 
holders, employees, distributors, com- 
petitors, suppliers, bankers, and the 
communities in which the company 
operates. Subsequent chapters identify 
and discuss the key facts which give 
the truest indication of the quality of 
a company. These facts are to be 
found in a company’s general history, 
the nature of a company’s business, 
markets, and competitive activities, its 
operations, capital structure, and stock 
policy, and the history of its manage- 
ment personnel. i 

The monograph is priced at $12 and 
is available from the Institute. The 
second volume, Corporate Structure, 
has already been released, and the third 
monograph, Health of Earnings, is 
about to be published. Subsequent 
monographs will deal with research 
and development, sales vigor and pro- 
duction efficiency. 


Lansdale Products moves 

The Lansdale Products Corp., manu- 
facturer of Cop-e-Eez copy holders, 
Mosda clipless fasteners, and other of- 
fice products, has moved its offices to 
a new building located at 127 E. Main 
St., Lansdale, Pa. 
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Coming Events 


Conference for Office Managers. Mil- 
waukee, March 15, April 19, and May 
17. 

Sponsors: University of Wisconsin and 
Wisconsin Manufacturers Association. 


Place: Wisconsin Tower Building. 


Little Business Show. New York, March 
14, 


Sponsor: Transcription Supervisors’ As- 
sociation of New York. Place: Schrafft’s 
Restaurant, 220 W, 57th St. 


—— Meeting. Boston, March 24- 


Sponsor: National Microfilm Associa- 
tion. Place: Sheraton Plaza Hotel. 


Industrial Engineering Conference. 
Cleveland, March 31 to April 1. 
Sponsor: Cleveland Chapter, American 


Institute of Industrial Engineers, Inc. 
Place: Hotel Cleveland. 


Southern California Business Show. 
Los Angeles, April 12-15. _ , 
Sponsor: National Association of Cost 


Accountants. Place: Biltmore Hotel. 


Northeastern New York Business Show. 
Albany, April 20-22. 7 
Sponsor: Albany Chapter, National As- 


sociation of Cost Accountants. Place: 
27th Division Headquarters Armory. 


National Secretaries Week. April 24-30. 
Sponsor: National Secretaries’ Council, 


750 Graybar Building, New York. Na- 
tional Secretaries Day, April 27. 


British Industries Fair. London and 
Birmingham, May 2-13.. 
Place: Olympia Hall, London, and 


Castle Bromwich, Birmingham, (Infor- 
mation: British Information Service, 30 
Rockefeller Plaza, New York.) 


AMA Insurance Conference. New York, 
May 4-6. 
Sponsor: American Management Asso- 


ciation. Place: Hotel Statler. 


NOMA International Conference. To- 
ronto, May 22-26. 
Sponsor: National Office Management 


Association. Place: Royal York Hotel 
and Mutual Arena. Conference in- 
cludes office machinery and equipment 
exposition. 


AMA General Management Conference. 
New York, May 23-25. 
Sponsor: American Management Asso- 


ciation. Place: Roosevelt Hotel. 
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Institute on Records peapemnens. 
Washington, June 20 to July 1 
Sponsors: The American University 


and National Archives and Records 
Service. Place: The American Univer- 
sity. 


National Employ the Physically Handi- 
capped Week. October 2-8. 


Sponsor: American Federation of the 
Physically Handicapped, 1370 National 
Press Building, Washington, D, C. 


International Systems Meeting. De- 
troit, October 10-12. 


Sponsor: Systems and Procedures As- 
sociation of America. Place: Sheraton 


Cadillac Hotel. 


Rochester Business Show. Rochester, 
N. Y., October 20-22. 
Sponsors: Rochester Chapter of the Na- 


tional Office Management Association 
and Rochester Chamber of Commerce. 
Place: Chamber of Commerce Build- 


ing. 


National Business Show. New York, 
October 24-28. 

Sponsor: Office Executives Association 
of New York. Place: 69th Regiment 


Armory. 


Air Conditioning and Refrigeration Ex- 
position. Atlantic City, November 28 
to December 1. 


Sponsor: Air-Conditioning and Refrig- 
eration Institute. 


NOW..you can 


PLASTIC 
Bin 


LOOSE-LEAF 
BIND 


catalogs — reports 
manuals — presentations 
all types of literature 


NOW, all GBC punching accommo- 
dates the new multiple ring GBC 
Metal Loose-Leaf Binding as well as 
all Cerlox Plastic Bindings. 


RIGHT IN YOUR OWN OFFICE 


YOU SHOULD HAVE THESE 
IMPORTANT FACTS! 


Handsomely illustrated in four 
colors this just-off-the-press bro- 
chure shows how the new multiple 
ring GBC Metal Loose-Leaf and 
Cerlox Plastic Bindings are com- 
bined into one superb universal 
binding system. 


OW you car bind all types 
of literature 
ee MODERN §— acre renee 


General Binding Corporation 
; Dept. OM-3 812 West Belmont Avenue, Chicago 14, Il. 
aasct 1 Please rush me my FREE copy of the new brochure 
SEs 8! “Now you can bind all types of literature...” 1 un- 
y . derstand there is no obligation. 


-»-and save money, too! 
Improve all your literature...guarantee 
maximum attention and action for every 
message...and prestige, utility, color. 
Pages lie flat, turn easily, can be inter- 
changed between GBC Metal Loose Leaf 
and Plastic Bindings. Efficient GBC ma- 
chines cost no more than a standard type- 
writer. Anyone can operate. 
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A New Texas chapter of SPA 

The Systems and Procedures Associa- 
tion of America has formed a new 
Dallas-Fort Worth chapter. Shown ad- 
dressing the organization meeting is 
W. B. Worthington, Chief Systems En- 
gineer, Hughes Aircraft Co., Tucson, 
Arizona, Seated is A. Edwards, pro 
tempore president of the new chapter. 


Reward for ingenuity 

An award of $350 is given to Samuel S, 
Luftig by Borden R. Putnam, vice pres- 
ident and treasurer of the Old Town 
Corp., for developing an attachment 
for high-speed printing equipment. 
Also shown are Victor Barough, H. W. 
Berger, Jr., and Robert Yavitz. 
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q Duplication of effort? 

It doesn’t really take three men to lift 
a spadeful of dirt, but when one of the 
nation’s major manufacturers of dupli- 
cating equipment set out to build a new 
plant, it seemed appropriate to call on 
duplicate twins for assistance. At the 
left is Theodore W. Robinson, Jr., 
chairman of the board of Ditto, Inc., 
and at the right is his identical twin, 
Sanger P. Robinson, vice president of 
the company. Assisting in the ground- 
breaking is Ditto President Kenneth M. 
Henderson. The company’s new $3,- 
250,000 home is being built in Lincoln- 
wood, Ill., suburb of Chicago. The 
spade being used is gold plated, a gift 
from the Robert Zacharias Co., one of 
Ditto’s Chicago neighbors. 


News | 
pictorial 


Vv The abacus is conquered 

For what is believed to be the first 
time in public competition, a modern 
calculating machine has beaten the an- 
cient abacus in a contest of speed. 
Grace Joyner, an employee of the Clary 
Multiplier Corp. of San Gabriel, Calif., 
is shown with Lily Nakamura, expert 
on the abacus, and Art Baker, master 
of ceremonies for ABC’s “You Asked 
For It” television show. The contest 
was telecast nationally. 
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People in the News 


INTERNATIONAL BUSINESS MA- 
CHINES CORP. has announced three 
vice presidential appointments: 

Louis H. LaMotte, vice president in 
charge of sales, and Albert L. Williams, 
vice president and treasurer, were elect- 
ed executive vice presidents at a recent 
meeting of the board of directors. Mr. | 
LaMotte has been with IBM since 1922, 


L. H. LaMotte A. L. Williams 


and he has held most of the important 
sales executive positions in the com- 
pany. He has been vice president in 
charge of sales and a director since 
1952. 

Mr. Williams joined the company in | 
1936, and has served in various sales 
capacities. He has held the positions 
of controller and treasurer, and was | 
elected vice president and treasurer in | 
1948. He became a director in 1951. | 
In his new position he will continue to | 
serve as treasurer. 


T. Vincent Learson, formerly director 
of Electronic Data 
Processing Equip- 
ment, has been pro- 
moted to the posi- 
tion of vice president 


Mr. Learson has been 


since 1935, when he 
went to work for the 
company as a sales- 
He has served in a number of 
executive capacities, including the post 
of general sales manager. 


T. V. Learson 


man, 


SAMUEL B. LANE, president and 


founder of the Hygrade Printing & | 


Stationery Co., Inc., of New York, was 
honored in January with a surprise 
dinner at Charles’ French Restaurant. 
A plaque was presented to Mr. Lane 
on the occasion of the company’s thirty- 
fifth anniversary “in recognition and 
grateful appreciation of his unselfish 
efforts in behalf of the employees,” all 
of whom were present. 
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PUSHBUTTON 
DICTATION 


...lets you work 
as fast as you think! 


Modern, low-cost PhonAudograph makes 


dictation as easy as that! You handle 

no complex machinery — you have nothing 

to learn or practice! A familiar telephone handset 
is your “microphone” — your words are 
recorded right at your secretary’s desk. 

You dictate at your convenience; she has more 
time to relieve you of administrative detail. 

For a free demonstration call your Audograph 
dealer today — or write us for your copy of 
“The Miracle of Pushbutton Dictation.” 


Send Free Booklet $-3— 
“The Miracle of Pushbutton Dictation” 
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Sparkling — 


Color 


with a a 


feather ° 
touch 


Colorbrite 


another of the 
more than 3,000 


EBERMARD FABER 


products people 
rely on! 


In 26 brilliant colors. 
Colorbrite is preferred 
by business people 
because it leaves a vivid 
trail of color at a mere 
feather touch. Writes 

as smoothly as a black 
lead pencil. Takes a 

fine, sharp, long-lasting 
point. Ideal for 

charts, figures, graphs 
and forms. Waterproof— 
smearproof—fadeproof 
—permanent! 
Trademarks Reg. U.S. Pat. Off. 


Since 1849 


EDERMARD 


MDE 
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puts its quality 
in writing 


NEW YORK + TORONTO 
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People in the News 
(Continued ) 


PHILIP G. DUFF has been appointed 
administrative vice president of the 
Charles Bruning Co., Inc., in which ca- 
pacity he will assume responsibility for 
the expanding staff activities of the 
company. 


RICHARD R. CONARROE, former- 
ly public relations director for the Na- 
tional Office Management Association 
and editor of NOMA’s monthly mag- 
azine, Office Executive, has joined the 
public relations staff of the Scott Paper 
Co., Chester, Pa. 


Association News 
(Continued from page 13) 


THE OFFICE EXECUTIVES Asso- 
ciation of New York held its January 
luncheon meeting at the Masonic Club 
on January fifth. Bernard J. Muller- 
Thym, consultant for McKinsey & Co., 


discussed “Increased Productivity 
Through Job Enlargement.” The series 
of monthly dinner meetings was re- 
sumed on the 19th after a break for the 
Christmas holidays. The meeting took 
place at the Belmont Plaza. 

At the luncheon meeting on Febru- 
ary 2nd, Dr. Frank A. DePhillips, pro- 
fessor in management, New York Uni- 
versity, spoke on “The Psychological 


Implications in Training.” 


THE RECORDS MANAGEMENT 
ASSOCIATION of New York held a 
meeting on February 14th at 3 W. 5lst 
St. The speaker of the evening was 
Robert A. Shiff, president of the Na- 
tional Records Management Council, 
who discussed, “New Frontiers in Rec- 
ords Management.” 


THE WESTCHESTER CHAPTER 
of the National Office Management 
Association met for dinner on Decem- 
ber 14th at the Hotel Gramatan, Bronx- 
ville, N. Y. The Honorable Jennings 
Randolph, assistant to the president, 
Capital Airlines, made a special trip 
from St. Louis to deliver the address 
of the evening, which was entitled, 
“The Human Side of Business.” 


Big help—in any business! 


That's office equipment—from typewriters to electronic brains 
—a two billion dollar business that brings new speed and 
efficiency to industry each year. 


Good opportunity for investors? 


Perhaps. 


But to help you decide for yourself, we’ve just prepared a 
28-page report that makes rewarding reading for anybody 
interested in office equipment. 

The report begins with an objective review of the industry 
as a whole . . . explores its past, present, and future . 
lights some of the more important problems and opportunities 
that bear directly on the business. 

Then it focuses in turn on each of 18 leading firms in the 
field ... gives you facts and figures on sales, earnings, dividends 
—plus a pretty fair idea of just where each company stands 
and might stand tomorrow. 


today 


There's no charge for this report, of course. 


If you'd like a copy of “THe Orrice Equipment Lnpustry”, 


simply call, or write— 


Watrter A. Scno.iit, Department QM-15 


MERRILL LYNCH, PIERCE, FENNER & BEANE 


70 Pine Street, New York 5, N. Y. 
Offices in 106 Cities 


.. high- 
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The growing use of diazo machines in 
the office is typified by Bruning’s new 
desktop size “Copyflex” No. 100. 


A. B. Dick’s new “Azograph” process 
is clean to handle. The machine can 
also be used for liquid process copying. 


THE ALREADY strong interest in 
office duplicating processes and equip- 
ment seems to have grown during the 
last year. The review of this field 
which appeared in the March, 1954, 
issue of Office Management brought a 
demand for copies that quickly ex- 
hausted the supply; subsequently, the 
survey was reproduced by various or- 
ganizations throughout the country for 
their own use. 

During the National Business Show, 
which was held in New York last fall, 
a great deal of attention was given to 
the duplicating equipment on exhibit. 
These, and many other signs reflect the 
increasing importance of this type of 
equipment to the office executive. 

In the summary chart on page 50, 
the various processes used in the office 
are grouped this year into two main 
categories: copying processes and dupli- 
cating processes. This distinction is 
made in order to separate those methods 
which are designed essentially to make 
exact reproductions of existing mate- 
rial from those in which a master, a 
stencil, or the equivalent, must be pre- 
pared in order to make copies. The 
further distinction exists that copying 
equipment, as classified in this section, 
is generally designed to make only a 
few copies, whereas duplicating equip- 
ment is conceived for the purpose of 
making larger numbers of copies, in 
some cases running to many thousands. 


A Monthly Feature 


Tools of the Office 


Duplicating Equipment 


There have been a number of new developments in office duplicating 
during the last year, both in equipment and in usage. Among the 
many new models, these are considered representative of the new trends. 


Flat-bed printers, which photocopy This Bohn “Electro-Rex” can transfer 
bound material, have new importance. photographs, art work, etc., onto 
This Peerless “Dri-Stat” is typical. stencils for 'ong-run duplication. 


a4 
5 ea 
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Haloid’s “XeroX” equipment can now Offset models, like this Maultilith, 
make eight copies from a single expo- now use masters made by diazo, fac- 
sure, including long-run offset masters. simile, xerography, as well as typing. 


The growing application of liquid dup- Cleanliness and interchangeability with 
licators to systems work is represented liquid duplication are features of 
by Copy-Craft’s new “Super-Universal.” Ditto’s new “Chemograph” process. 
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For one thing, there seems to be a 
definite effort on the part of various 
manufacturers to make their equip- 
ment suitable for use in combination 
with other types of equipment. For 
example, some of the copying processes 
described below are now being used to 
make masters or stencils for use with 
one or more of the long-run duplicat- 
ing processes, 

Thus, there is new emphasis this 
year on the fact that stencils for the 
stencil process and paper masters for 
the offset process can be prepared by 
the facsimile method. There is more 
stress also on the capacities of the diazo 
and xerographic processes for creating 
offset masters and plates, 

Similarly, the introduction of a new 
machine which can make both photo- 
copies and diazo-type copies recognizes 
the fact that diazo duplicators are less 
expensive to operate than photocopiers, 
but that they are limited in operation 
to copying material which is written on 
only one side of a paper that will per- 
mit light to pass through it, whereas 
the photocopier is not so limited. Pho- 
tocopying equipment has been used for 
some time to prepare translucent copies 
for diazo equipment, but this is the 
first time the two processes have been 
combined in one unit. 

Not only do such developments tend 
to broaden the usefulness of each type 
of equipment in the office, but they also 
tend to make it more and more feasible 
for offices to do their own work, in- 
stead of sending it outside the office. 
The fact that facsimile equipment can 
be used to transfer photographs and 
art work to a stencil or offset master, 
for example, opens new fields to the 
individual office. 

It may be considered a part of this 
trend, too, that a number of manufac- 
turers of photocopiers have recently in- 
troduced printers of the flat-bed type. 
This fact shows greater recognition of 
the need of certain kinds of offices for 
making photographic copies of bound 
material without having to remove the 
pages from the book. 

Thus it may be said that there is 
a tendency to make office equipment 
more versatile. 

It should not be forgotten, either, 
that duplicating equipment can be used 
effectively for the processing of clerical 
information. With the growing in- 
terest in improving office systems, in- 
terest grows correspondingly in the ca- 
pacity of duplicating equipment to 
eliminate unnecessary work, to reduce 


46 


Tools of the Office 


costs, and to improve the efficiency of 
clerical operations in which the use of 
duplicating or copying equipment had 
never before seemed appropriate. Some 
of the most elaborate integrated data 
processing systems depend on simple 
duplicating methods for certain phases 
of their operations. 


Azograph and 
Chemograph 


The Process 

During the last year, the A. B. Dick 
Co. and Ditto, Inc. introduced two new 
liquid-type processes called “Azograph” 
and “Chemograph,” respectively, which 
are designed to eliminate the hazard 
of stain to hands and clothes which are 
inherent in the liquid, or spirit, process. 

The physical method of preparing 
Azograph and Chemograph masters 
and of producing copies is sufficiently 
like the familiar liquid, or spirit, process 
that equipment designed to handle the 
new processes can also be used for 
liquid process duplicating. There are, 
however, distinct differences in the 
chemical procedures employed. 

The master is prepared by writing, 
typing, drawing, or otherwise marking 
on a sheet of paper which has been 
placed over a special transfer sheet 
corresponding to the “carbon” of the 
liquid process. The transfer sheet is 
coated with a waxy substance, light 
brown in color, containing chemicals 
which, when the master is used in the 
duplicator, combine to form a blue- 
black dye. Since this chemical reaction 
does not occur until after the master is 
introduced into the machine, the master 
and transfer sheet are clean to the 
touch. 

Since the transfer sheet is placed face 
up beneath the master, the exertion of 
pressure on the master—as from a type- 
writer key, a pen, or stylus—causes a 
portion of the brownish coating to be 
transferred to the back of the master. 

Corrections can be made easily on 
the master, since the waxy deposit can 
be removed by an ordinary rubber 
eraser. 

The master is then placed around the 
rotating drum of the duplicating ma- 
chine, with the side bearing the brown- 
ish deposits exposed. As the drum ro- 
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tates, copy paper is fed into the ma- 
chine. As it enters, it is moistened 
with a colorless fluid containing a re- 
acting chemical, 

The moistened paper then comes in- 
to contact with the master. As it does 
so, the color-forming compounds on 
the master, acting under the influence 
of the solution on the copy paper, com- 
bine to form a blue dye. A thin layer 
of this dye is deposited on the paper to 
make the final copy. 

The processes are designed for short 
runs, making from 50 to 125 copies 
at a rate of about 100 copies a minute. 

The cost of operation is comparable 
to that of the liquid process for runs of 
the same length. 

Equipment designed to use either 
process can be used for liquid process 
duplicating without alteration. The 
moistening fluid used in this proc- 
ess can be used also for liquid process 
duplicating. Thus, such a duplicator 
may prepare both Azograph (or Chemo- 
graph) and liquid process copies merely 
by changing the master. The reverse, 
however, is not true. 


The Manufacturers 

A. B. Dick Co., 5700 W. Touhy 
Ave., Chicago. Two models, one man- 
ual, the other electric, having auto- 
matic copy feed, automatic moistening 
system, counter, and other features. 
Maximum copy size, 8% by 13% in. 
Price range, $205 to $550, approxi- 
mately, plus taxes. (Azograph) 

Ditto, Inc., 2232 W. Harrison St., 
Chicago. Two models, manual and 
electric, having automatic copy feed. 
One model has counter. Maximum size 
of printed area, 8% by 13% in. Price 
range, $210 to $395. Can be used also 
with liquid process. A number of Ditto 
liquid process duplicators can be con- 
verted to handle the Chemograph proc- 
ess by making certain minor changes. 


Diazo 


The Process 


The diazo process makes use of the 
simple fact that certain chemicals which 
normally react to form a dye can be 
made inactive by exposure to light. 

Such a chemical is spread over the 
surface of a paper. Material to be 
copied is placed over this paper, and 
ultra-violet light is projected through it. 
The light is blocked by the dark areas 


and lines of the original — in other 
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words, by the letters, numerals, and 
other written or printed matter—and 
does not reach the sensitized paper. 


In these areas, the chemical remains 
unaltered, but where light has passed 
through, the chemical decomposes into 
a colorless compound. When this paper 
is then exposed to the proper chemical 
agent, a dye appears in the areas which 
were not exposed to light. 


This dye is formed by the reaction 
of (1) a diazonium salt—or diazo—and 
(2) a combining agent known as a 
“coupler.” There are numerous chem- 
icals of each type; this fact permits vari- 
ations in color and other properties, 
but there must be one of each type in 
order to produce a dye. 


The means of bringing the two chem- 
icals together depends on the partic- 
ular type of equipment used. Basically, 
there are two methods: 

(1) In the first method, both the 
diazo and the coupler are included in 
the coating of the sensitized paper. 
They are prevented from combining 
by the presence of a “stabilizer.” When 
the paper has been “exposed” by pro- 
jecting ultraviolet light onto it through 
the material being copied, the diazo in 
the “white” areas decomposes and be- 
comes unable to react with the coupler. 

The remaining diazo, which has been 
protected by the dark areas on the origi- 
nal material, is free to react with the 
coupler as soon as the stabilizer is re- 
moved. 

The sensitized paper is then passed 
through a vapor containing ammonia. 
The ammonia neutralizes the effects of 
the stabilizer, which was of an acid 
nature, thus releasing the diazo to com- 
bine with the coupler. The dye is 
thereby formed, creating a copy of the 
original material. 

This process has been known as the 
“dry process,” or, sometimes, as the 
“ammonia-developing” process. 

(2) In the second method, only the 
diazo is to be found on the coating of 
the sensitized paper. When the paper 
is exposed to light the diazo decom- 
poses in the white areas and remains 
unaffected in the dark areas, as before. 

The paper is then brought into con- 
tact with a liquid solution containing 
the coupler, and the dye is formed, 

Originally this process involved pas- 
sing the paper through the solution, 
and it became known as the “wet” 
process. However, in the most modern 
equipment, the paper is passed over a 
roller, where it receives a light coating 
of the solution. It is only moistened 
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NOW we keep a 
duplicator in the 
vice-president’s office 


It’s AZOGRAPH —the new, easy way to 
make copies of written, typed and drawn 
material in a hurry—for example, copies 
of confidential memos, special reports 
and the like. Here is a process that is 
low in cost and it is clean—completely 
clean every step of the way—clean in the 
preparation of masters on through the 
production of copies. 


For full information simply clip the *In- 
formation Request form to your letter- 
head and mail to A. B. Dick Company— 
5700 Touhy Avenue, Chicago 31, Illinois. 


= A.B DICK 


THE FIRST NAME IN DUPLICATING 


A. B. DICK & and AZOGRAPH are registered trademarks of A. B. Disk Company, 
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Tools of the Office 


lightly, and before it leaves the ma- 
chine it is passed over drying equip- 
ment, so that the end product is, for all 
practical purposes, dry. When a diazo 
machine is spoken of as of the “wet” 
or “moist” type, the reference is to this 
process, although the final copy may 
be considered dry. 

Material to be copied by this process 
must, of course, be on paper that is 
reasonably translucent, and there must 
be printed matter on only one side of 
the paper. If opaque material is to be 
copied, a translucent master must be 
prepared first, by any of several 
methods. 

The final prints may be on opaque 
or transparent paper. Paper may be of 
various colors, and various colors of 
dyes may be used. The process is suited 
to the copying not only of letters, but 
of photographs, drawings, forms, 
charts, and other material as well. 

The cost per copy does not vary with 
the number of copies. It is estimated at 
about two cents a square foot, or be- 
tween three-quarters and one cent per 
letter-size copy. 

Speed of effective operation varies 
with the degree of translucency of the 
material being copied, Since machines 
vary in the width of material which 
can be fed in at one time, it is probably 
best to think of copying speed in terms 
of feet per minute. Manufacturers 
claim maximum speeds up to 75 feet 
a minute, with 20-30 feet a minute as 
an average. It is generally considered 
that a letter-size machine can turn out 
about 200 copies a minute. 

While this process is especially suited 
for making single copies, it is now pos- 
sible to prepare plates for use with off- 
set duplicators. 


The Manufacturers 

Charles Bruning Co., Inc., 4700 
Montrose Ave., Chicago. “Copyflex” 
line has nine models, ranging from 
desk-top size to models accepting copy 
54 in. wide. One model can reproduce 
pages from a book without removing 
pages. Price range, $490 to $5,475, 

Ozalid, Div. of General Aniline & 
Film Corp., Johnson City, N. Y. Five 
models, ranging from desk-size “Bam- 
bino” to models handling copy 54 in. 
wide. Price range, $410 to $6,600. 

Paragon - Revolute Corp., 77 South 
Ave., Rochester, N. Y. “Revolute” line 
consists of four large models, taking 


copy from 42 to 54 in, in width. Price 
range, $1,585 to $8,850. 

The C. F. Pease Co., 2601 W. Irving 
Park Rd., Chicago. Five large diazo 
models, handling copy up to 54 in. 
wide. Price range, $2,500 to $7,500. 

Peck & Harvey, 5650 N. Western 
Ave.,.Chicago. Two models in “Copy- 
master” line, three in “Speedmaster” 
line, handling copy from 20 to 44 in. 
wide. Price ranges: Copymasters, $1,- 
195 to $1,295; Speedmasters, $1,395 to 
$2,195. 

U. S. Copyline, Inc., 580 Fifth Ave., 
New York. A new and unusual model 
which can make both diazo process 
copies and photographic copies. 


Facsimile 


The Process 


The facsimile process is essentially a 
communications method, but it has cer- 
tain applications to the field of office 
duplicating. It is a process by which 
a visual image can be transmitted 
from one machine to another. The re- 
ceiving instrument may be placed next 
to the transmitter, or it may be many 
miles distant. In any case, it produces 
one or more copies of the original mate- 
rial. 

More relevant, however, is the fact 
that certain types of facsimile equip- 
ment can be used to prepare masters 
for use with offset duplicators, or to 
cut stencils for use with stencil dupli- 
cators. Photographs, art work, written 
or printed matter, and other material 
can thus be copied or prepared for re- 
production by the offset or stencil proc- 
cesses, 

Material to be copied is placed on a 
rotating drum. A beam of light is then 
directed onto the drum in such a way 
that as the drum rotates, the light 
passes over the entire surface of the 
material. The material, in other words, 
is “scanned” by this light beam. The 
light is reflected and used to activate 
a photoelectric cell, generating a cur- 
rent whose strength is governed by the 
intensity of the light. This current is 
sent to the receiving equipment. 

Here a special copy paper is placed, 
like the original, on a rotating drum. 
As the electrical impulses are received 
from the transmitting equipment, they 
control a synchronized stylus, which 
moves over the drum to create a dup- 
licate of the original material. Colors 
other than black reproduce as varying 
shades of grey. 
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In models made to emphasize their 
capacity to perform duplicating func- 
tions, both the transmitting and receiv- 
ing drums may be part of the same ma- 
chine. In some cases, such a machine 
can be set to produce up to ten copies 
automatically, stopping when the last 
copy has been finished, 

About three minutes is normally re- 
quired to prepare a single letter-size 
copy. Masters and stencils require 
about six minutes. 

Costs are estimated by one manufac- 
turer as follows: For single copies, 
legal size, four-and-a-half cents. For a 
run of 50 copies from a master pre- 
pared on this machine, about two- 
thirds of a cent per copy, letter-size. 


The Manufacturers 

Air Associates, Inc., 511 Joyce St., 
Orange, N. ]. Line of “Transrecord” 
(inter-intracom system), “Telerecord” 
(communications system for telephone 
or microwave facilities), and “Dupli- 
record” (duplication type) equipment. 

Bohn Duplicator Corp., 444 Fourth 
Ave., New York. “Electro-Rex” elec- 
tronic stencil cutter, designed specifical- 
ly for use with stencil duplicators. 
Available in limited quantities early 
this year. 

International Standard Trading 


' Corp., 22 Thames St., New York. 


Stenafax, Div. of Times Facsimile 
Corp., The Biltmore Arcade, Madison 
Ave., at 43rd St., New York. Offers 
“Stenafax” machine, which makes 
copies, including stencils and offset 
masters. Price, $1,600. 

Western Union Telegraph Co., 60 
Hudson St., New York. “Intrafax” 
equipment. 


Gelatin 
The Process 


The gelatin process, sometimes 
known as the “hectograph” process, is 
chemically very much like the liquid, 
or spirit, process. In both cases the 
copies are made by transferring a small 
quantity of an aniline dye from a 
master copy to the final copy. In the 
gelatin process, however, an interme- 
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diate step is required in which the dye 
is transferred to a gelatin surface. 


Gelatin process masters may be made 
in several ways. Any hard-surfaced 
paper may be used. Masters may be 
typed, using a special hectograph rib- 
bon. They may be created by writing 
or drawing on the paper with a hecto- 
graph ink, pencil, or crayon. Or, they 
may be prepared by writing or typing 
through a special carbon paper, in 
which case the carbon copy becomes 
the master, Whatever the method, the 
master picks up a quantity of dye cor- 
responding to the letters, numerals, and 
other characters originally written. 


This master is then placed face down 
on a gelatin surface, which is usually 
cloth-backed. Pressure is applied and 
the dye from the master is transferred 
to the gelatin. In effect, the gelatin 
has now become the master, for it is 
from the gelatin that subsequent copies 
will be taken. 


Two basic types of gelatin duplica- 
tors are used: (1) In the flat-bed type, 
the gelatin surface is stretched across 
the bed of the machine. The gelatin 
itself is in roll form and may be ad- 
vanced as required. (2) In the rotary 
type, the gelatin is prepared in the form 
of a film or pad for fastening around 
a rotating cylinder. Machines can be 
equipped for automatic or hand feed- 
ing of copy paper. 

Copies are made by bringing the copy 
paper into direct contact with the gel- 
atin. As this is done, a small quantity 
of the dye is transferred to the copy 
paper. Copies become successively 
fainter as the quantity of dye remain- 
ing on the master diminishes. How- 
ever, it is usually possible to make at 
least 50 good copies, and runs of more 
than 100 are sometimes made. 

The dye sinks into the gelatin over a 
period of time, and the gelatin may be 
re-used after 24 hours, sometimes less. 

Flat-bed duplicators are capable of 
producing about a dozen copies a min- 
ute. Rotary types can turn out 50 or 
more a minute. 

The gelatin process is quite inexpen- 
sive, copies running to a fraction of a 
cent. 

Copies can be made in as many as 
eight colors, any or all of which may be 
printed at once. Purple, however, pro- 
vides the best quality of printing. The 
color is determined by the choice of the 
carbon, ribbon, ink, etc., originally used 
to make the master. 


(To page 51) 
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ELECTRONIC COPYING EQUIPMENT 


in a systems operation to speed incoming 
orders through various departments 


. mMiNiMUM TIME 
-. at MINIMUM COST 


The Arwood Precision 
Casting Corporation — nationally known man- 
ufacturers of investment castings, purchased 
STENAFAX because of the versatility of this 
modern facsimile copying machine in repro- 
ducing from all types of copy, including orders 
written in pencil or ink, typed or produced by 
mimeograph, offset or the hectograph process. 
While the mimeograph electronic cutting of 
stencils is their primary use for their systems 
application, Arwood also uses Stenafax to pro- 
duce direct positive dry single copies at mini- 
mum cost. 

As a result of this STENAFAX installation, 
Arwood is able to speed their inter-depart- 
mental paperwork and provide all personnel 
concerned with accurate facsimile copies of the 
customer's requirements — thereby rendering 
even more efficient service to their customers. 


Stenaiax 


Division of Times Facsimile Corporation 
Biltmore Arcade, 43rd St. and Madison Ave., N. Y. 17, WN. Y. 
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COPYING PROCESSES Equipment in this category is designed to copy 
original material, including photographs, art work, drawings, letterheads, 
etc, It is generally considered best suited to making from one to ten 


OFFICE DUPLICATION METHODS—HOW THEY COMPARE 


copies, but in some cases (as noted under “Remarks") it can prepare 
stencils or offset masters for use with long-run duplicating equipment. 


Process Speed* per Copy" 


Estimated Cost 


Remarks 


letter-size models make 
about 200 copies per 


Original must be on material that permits light to pass through it 


copy 


Diazo hour. Others take copy Ye to 1 cent per letter- and must be written on one side only. Process cannot enlarge or 
up to 54 seal wide at size copy reduce. Color of printing and paper can be varied from copy to 
speeds averaging 20-30 copy. Can prepare offset plates. 
ft. a minute. 

s Can make single copies, stencils, and offset masters. Is essentially 
Facsimile 3 minutes per copy 4% cents per single a communications devite, and can transmit copies long distances. 


Cannot enlarge or reduce. 


Photocopy 


1 to 2 copies per minute 


8 to 10 cents 


Most models make exact-size copies; some can enlarge and 
reduce. Can make translucent copies for diazo process. 


Smokeprinting 


60 copies per minute 


Fraction of a cent 


Can make unlimited number of copies from film or opaque 
material. Color of ink and copy paper can be varied. Special 
paper not required. Can enlarge and reduce. 


Thermo-Fax 


4 copies per minute 5 cents 


Makes copies on lightweight paper which can be reinforced with 
heavier backing. Several paper colors available. Cannot enlarge 
or reduce. 


3 copies per minute; 
single copies, 50 sec- 
onds 


Verifax 


cents each 


Single copies, 9 to 10 
cents; runs of 3, 3 to 4 


Makes copies on standard office papers. Cannot enlarge or 
reduce. Copies are black on white. 


3 minutes 
per single copy 


Xerography 


9 cents per single copy 


Can make offset masters and translucent copies for diazo process. 
Can enlarge and reduce. 


DUPLICATING PROCESSES Equipment in this category requires prepa- 
ration of a master, stencil, plate, or the equivalent, such as setting type. 
In general, it is designed for long, fast runs. Except where noted, masters 
can be prepared by typewriter or by hand. In some cases, referred to 
under “Remarks,"" masters can be prepared by means of certain of the 


copying processes listed above, making possible the long-run duplication 
of photographs, art-work, letterheads, etc. Cests per copy are difficult to 
estimate because they vary with the length of runs. However, they are 
in the nature of a fraction of a cent per copy. 


for which 


Process Speed" 


Number of Copies 
Best Suited** 


Remarks 


Sinead 
— 100-120 copies 10-125 
per minute 
Chemograph 


Master and other materials clean to handle. Corrections to master 
can be made with rubber eraser. Copies are bive-black, becoming 
progressively fainter. Machines can also handle the liquid proc- 
ess interchangeably. 


10-75 copies per min- 
ute, depending on type 10-100 
of machine 


Gelatin 
(Hectograph) 


Up to 8 colors can be printed at once; purple gives best results. 
Copies become progressively fainter. Gelatin can be re-used. Copy 
poper can be in variety of colors. 


Liquid 40-130 copies per min- 
(Spirit, Fluid, ute, depending on type 10-350 
Liquid Hectograph) | °f machine 


Several colors can be printed at once; purple gives best results. 


Various colors of copy paper available. Copies become pro- 
gressively fainter. 


Masters can be prepared by diazo, facsimile, photographic, and 
xerographic processes, in addition to typing and hand writing or 
drawing. Work is of high quality. Various colors of ink and paper 


available; one ink color run at a time. Equipment requires rea- 
sonably experienced operator. 


Offset 500. 4 10-several thousand; 
(Mul tilith, . mag — with metal plates, runs 
Davidson) toa to 25,000 are p 
Relief up to about 
(Multigraph ) 5,000 copies per hour 300- 100,000 


Uses movable type, set by hand. Can use slugs, electrotypes, 
plates, etc. Finished work is of high quality, closely resembling 
typing. Machine can also do actual printing. Prints one color at 
a time on wide variety of papers. Changes in text can be made 
during run. 


Stencil 40-200 copies per min- 
ute, depending on type 10-5,000 
(Mimeograph ) of machine 


Stencil can be prepared by facsimile or photographic methods, 
in addition to typing and hand writing or drawing. Variety of 
colors possible for both ink and paper. Usually prints one color 
at a time; multicolor copies possible in some cases. Process used 


when work of medium quality is required. 


overhead, or similar costs. 


*Based largely on manufacturers’ estimates, with reference to standard machines turning out letter-size copies. Cost figures do not include labor, 


**Based on cost, speed, and other factors. Shorter or longer runs may be feasible in varying circumstances. 


Figures are approximate and can vary with circumstances. 
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The Manufacturers 

Autocopy, Inc., 12150 S. Peoria, Chi- 
cago. 

Beck Duplicator Corp., 150 W. 26th 
St., New York. 

Columbia Ribbon & Carbon Mfg. 
Co., Inc., 551 Herb Hill Rd., Glen 
Cove, L. 1.,N. Y. One portable model, 
flat-bed type, manually operated, makes 
letter- and legal-size copies. Price, $28. 

Ditto, Inc., 2232 W. Harrison St., 
Chicago. Line of nine models of both 
rotary and flat-bed types. Price range, 
$6 to $1,250. 

Graphic Duplicator Co., 473 Broad- 
way, New York. 

Hectographia Corp., 110 W. 17th St., 
New York. Line of “Hectographia” 
and “Eveready” duplicators. 

The Heyer Corp., 1850 S. Kostner 
Ave., Chicago. Line of 17 models, man- 
ually operated, with maximum copy 
size of 15 by 18 in. Price range, $2.75 
to $57.50. 

Smith-Corona Inc., 701 E. Washing- 
ton St., Syracuse, N. Y. “Vivid” line 
contains five gelatin duplicators, han- 
dling copy up to 22 by 33 in. in size. 
Manually operated. Price range, $75 
to $545. 


Liquid 


The Process 
The liquid process is known by sev- 


eral names, It is often referred to as 
the “spirit” or the “fluid” process, and 
because of its resemblance to the gelatin 
or hectograph process, it is sometimes 
called the “liquid hectograph” process. 
These terms all allude to the fact that 
this process employs a liquid agent in 
the making of copies, 

Like the gelatin process, the liquid 
method makes use of the principle of 
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special high-finished copy paper is fed 
into the machine and into contact with 
that side of the master which contains 
the dye deposits. As a result of this 
contact, a portion of the dye is trans- 
ferred to the copy paper. 

To facilitate the transfer of the dye, 
the copy paper is slightly moistened 
with a solution containing alcohol be- 
fore it is brought into contact with the 
master, This is accomplished by pass- 
ing the paper over a roller or a wick 
as it enters the machine, the actual 
method depending on the particular 
model. 

Only a small quantity of solution is 
actually applied to the paper, so that 


it evaporates quickly. It is sufficient, 
however, to pick up enough dye to 
make a usable copy and to transfer it 
quickly to the copy paper. 

Since a small quantity of dye is ac- 
tually removed from the master to 
make each copy, successive copies be- 
come fainter as the run continues. A 
good master will generally produce 
from 300 to 400 satisfactory copies. A 
number of manufacturers insist that as 
many as 500 copies can be made, and 
runs of up to 600 copies have been 
claimed. 

The choice of an operating speed, it 
should be noted, affects the quality of 
copies. Power driven machines are 
able, in some cases, to turn out 200 
copies a minute, Some manufacturers 


systems machines 


ORIGINATORS OF THE SPIRIT PROCESS ne, 


Model AV systems 
machine Illustrated. 


transferring a quantity of an aniline 
dye from a master to the copy paper. 
The mechanics, however, are different. 

In this process, masters are made by 
typing, writing, or drawing on a coat- 
ed paper of high finish which has been 
placed over a sheet of special carbon 
paper containing the aniline dye. The 
carbon is placed face up (in which re- 
spect it differs from the gelatin process) 
beneath the master sheet. Wherever 
pressure is applied by the typewriter 
key or the writing instrument, a quant- 
ity of dye is transferred to the back of 
the master. 

This master is then wrapped around 
the drum of the duplicating machine. 
Each time the drum rotates, a sheet of 


““UNIVERSAL’’ SYSTEMS MACHINES: 


World’s only systems machines that give you the magic of pushbutton changes 
through selection, elimination, condensation, or shifting of lines, columns 
or headings. All from only one master, without masks, blockouts, strip- 
masters or shingled forms. 


SPIRIT DUPLICATORS 


1955 models by the originators of the spirit process. All Ormig duplicators 
feature rugged construction, simple and foolproof clamping device, and 
direct wick moistening. Available in sizes from 9” x 14” to 14” x 17”—hand 
or motor driven. 
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consider that their equipment operates 
best at speeds of between 100 and 130 
copies a minute; others suggest operat- 
ing the equipment at speeds between 
60 and 85 copies a minute. 

Manually operated equipment of the 
rotary drum type can turn out from 40 
to 60 copies a minute, 

The standard color of liquid process 
copies is purple, since this color gives 
the best results. However, a number 
of other colors are available. Any or all 
of these can be printed simultaneously. 
Colors are changed merely by changing 
the carbon paper in making the master. 
Copy paper, also, may be in any of a 
number of colors, allowing a variety of 
color combinations. 

The process is considered very inex- 
pensive. The cost per copy, on typical 
runs, is estimated at between one- 
quarter and one-half of a cent. 


The Manufacturers 

Copy-Craft, Inc., 105 Chambers St., 
New York. “Ormig” line of dupli- 
cators includes twelve models, manual 
and electric. Included are systems ma- 
chines which can select, eliminate, con- 
dense, and shift lines, columns, and 
headings from one master, without use 
of blockouts, masks, etc. Price range, 
$69.50 to $3,995. 

Copy - Plus, Inc., 28317 W. Carmen 
Ave., Milwaukee, Wis. Fourteen 
models in “Copy-Plus” line. Price 
range, $149.50 to $495. 

A. B. Dick Co., 5700 W. Touhy 
Ave., Chicago. Two duplicators, one 
manual and one electric, designed to 
handle both liquid and Azograph proc- 
esses interchangeably. Priced from 
$205 to $550, approximately, plus taxes. 

Ditto, Inc., 2232 W. Harrison St., 
Chicago. Nine “Ditto” line models, 
both hand and electric, varying in 
size and features. Recent models can 
also handle new “Chemograph” process. 
Included is a systems duplicator. Price 
range, $195 to $1,125. 

Duplicopy Co., Inc., 224 W. Illinois 
St., Chicago, Two manual models, 
with “Magic Fluid Flow” moistening 
process, one with hand feed, the other 
with automatic feed, priced at $119.50 
and $169.50, respectively, plus tax. 

Hart Mfg. Co., 2400 Endicott St., St. 
Paul, Minn, (Wright Duplicator Div.). 
One model, manually operated, print- 
ing up to legal-size copies. Price, $69.50. 

Hectographia Corp., 110 W. 17th St., 
New York. 

The Heyer Corp., 1850 S, Kostner 
Ave., Chicago. “Conqueror” line, of 
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two models, manual and electric, with 
automatic copy feed, counter, etc. 
Prices, $195 and $325, respectively, plus 
tax. 

Master Addresser Co., 6500 W. Lake 
St., Minneapolis, Minn, Three portable 
models, hand operated. Master is laid 
flat on bed of machine, copy paper 
brought in contact with it beneath a 
roller. Price range, $11.95 to $39.50. 

Old Town Corp., 345 Madison Ave., 
New York. Manufactures varied line 
of duplicators, which can be rented 
or purchased. Manual and electric 
models, including wide-capacity de- 
signs for 14-by-17-in. copy. 

Rex-O-Graph, Inc., 7840 W. Hicks 
St., Milwaukee, Wis. Twelve models 
in “Rex-O-Graph” line, with maximum 
copy size of 14 by 17 in. Hand and 
automatic copy feed. Manual and elec- 
tric models. Price range, $98 to $878. 

Smith-Corona Inc., 701 E. Washing- 
ton St., Syracuse, N. Y. “Vivid” line 
of duplicators, electrically powered. 
Automatic feed. Maximum copy size, 
9 by 17 in. Price range, $545 to $630. 

Speedliner Co., 4404 Ravenswood 
Ave., Chicago. One model, manually 
operated, with hand feed. Price, $74.50. 

Standard Duplicating Machines 
Corp., 1935 Revere Beach Blvd., Eve- 
rett, Mass, Line of 18 duplicators, man- 
ual and electric, some with hand, some 
with automatic feed, with copy size up 
to 14 by 18 in. Price range, $175 to 
$1,022. 

Vari-Color Duplicator Co., 500 S. 
Lincoln St., P. O. Box 31, Shawnee, 
Okla. Three models, of post card, letter, 
and legal sizes, hand operated, with 
manual feed. Price range, $26.50 to 
$69.50. 

Wolber Duplicator & Supply Co. 
1201 Cortland St., Chicago. “Copy- 
Rite” line of one electric and three 
manual duplicators, with “Margi-set” 
feature for margin adjustment from 
1 to 7 typewriter lines, Automatic copy 
feed. Price range, $157.50 to $349.50. 


Offset 
The Process 


The offset method of duplication, as 
adapted for office use, is a simplified 
form of photo-offset lithography, a 
process widely used for the preparation 
of books, magazines, etc. 

The basic principle of the offset 
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process is the well-known fact that oil 
and water do not mix. While the prin- 
ciple itself is simple, its application to 
office duplicating is difficult to explain. 

Suppose that a picture, a letter, or 
any written document, could be pre- 
pared by writing or typing on a flat 
surface with water instead of with ink. 
If this flat surface were then pressed 
against a dry sheet of paper, a copy of 
the original material would, in effect, 
be printed with water on a dry back- 
ground. 

But instead of using the surface for 
“printing” with water, suppose an oily 
ink were passed over the original wet- 
and-dry surface. The ink, being re- 
pelled by the water, would remain only 
in the dry areas. If the flat surface were 
then pressed against a sheet of paper, 
as before, a negative copy would be 
made; the wet areas would still be 
white, but those areas that were origi- 
nally dry would appear as dark, inked 
areas. It follows, then, that a positive 
copy could be made in the same way if 
the original message were, so to speak, 
written dry on a wet background. 

As a matter of fact, this is exactly 
how the offset process works. It can be 
seen at once, then, that the secret of 
this method lies in the ability to “write” 
successfully with water, or more prop- 
erly, to write dry on a wet background. 

This is done very simply. All that 
is necessary is to write, type, or draw 
on some sort of master, using a greasy 
substance that will repel water, and 
then to expose the master to water. 


The most frequently used office 
method of preparing the master is to 
type on it. The typewriter ribbon used 
contains a greasy ink. Thus, the letters, 
numerals, and other lines appear on the 
master in the form of water-resistant 
lines. 

The master is then placed on the 
rotating drum of the duplicator. As 
the drum turns, the master passes under 
a roller which moistens it with water. 
Since the writing on the master is 
made up of greasy lines, the water is re- 
pelled except in the “white” areas. The 
material is now, in effect, written dry 
on a wet background. 

As the drum turns, the master is 
passed under a second roller. This is 
an ink roller, supplying an oily ink. 
But only the greasy lines on the master 
are receptive to the ink, since the white 
areas have been moistened with water 
and repel oily substances, Thus, the 
ink sticks only to the portions which 
are to print. 
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+{240t CONQUEROR 
SPIRIT DUPLICATORS 
with ALL the features... 


@ Print 120 or more copies per minute. 

@ Print 1 to 5 colors, in one operation. 

® For sharp, clean, copies Conqueror 
features include—Raise-and-Lower Con- 
trol . . . Adjustable Fluid Control... 
Built-in Reset Counter .. . Pressure Con- 
trol . . . Positive Rotary Feed. 


The Heyer Conqueror Model 76, Spirit of ‘76 
gives you for the first time ‘‘push-button”’ 
automatic electric duplicating . . . gives you 
complete freedom from manual effort. 


Write today for descriptive booklet 


THE HEYER CORPORATION 
1822 §. Kostner Ave. Chicago 23, Illinois 
Quolity Duplicators and Supplies Since 1903 


got, Pai 


Don’t sit back < 


STRIKE BACK! 


@ Give to 
AMERICAN CANCER SOCIETY 
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It would be possible now to print di- 
rectly from the master. However, for 
technical reasons, a refinement of the 
process is introduced at this point. The 
master is brought into contact with still 
a third cylinder as the drum continues 
to turn. This drum is covered with a 
rubber blanket and the master “prints” 
on this blanket cylinder. 

The blanket cyclinder is so placed 
that it is in contact with both the drum 
to which the master is affixed and with 
the paper on which the final copy is 
made. As the blanket cylinder rotates, 
therefore, it takes the ink impression 
from the master and transfers it to the 
copy paper. 

This cylinder, in other words, is used 
to “offset” the ink impression from the 
master to the final copy. It is this fact 
which gives the process its familiar 
name. Because this cylinder is covered 
with rubber, it can press the printed 
image firmly into the copy paper. This 
makes it possible to print even half- 
tones on rough paper. 

The drum, meanwhile, continues to 
rotate, carrying the master again and 
again past the three successive rollers. 
Thus, for every complete rotation of 
the drum, the master is first moistened, 
then inked, then used to print the ink 
on the offset cylinder. The cycle is re- 
peated for each copy. 

The offset method is particularly well 
suited to long runs, but it can be used 
effectively on runs of as few as ten 
copies. For a great deal of office work, 
paper masters are used; these can be 
prepared on a standard typewriter. 
Corrections are made easily by erasing 
and typing over the erroneous mate- 
rial. Such masters can be ordered with 
the letterhead already processed. In 


ee e ° | 
addition, forms and other material can 


also be processed onto the master in 
advance. 

For long runs, metal plates are used, 
giving up to 25,000 copies. New 
masters can be made from the old ones, 
so that an indefinite number of copies 
can be made from one original typing. 

Photographic methods may also be 
used to prepare masters or plates. 
Thus, photographs can be reproduced 
by the offset process. 

In addition, masters may now be pre- 
pared by the use of diazo, facsimile, and 
xerographic equipment. 

Offset duplicators can produce up to 


6,000 copies an hour. The work is of | 


high quality, but operation of the | 


equipment requires somewhat closer | 


supervision on the part of the oper- 
ator than is the case with some of the 
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HAVE YOU A 


Pencil Problom? 


Does your present writing pencil 
wear down too quickly, snap too 
easily, or mark too lightly? 


Are you using a kind of colored 
pencil ill-adapted to your work? 


Are you having trouble finding 
the right pencil for some special job? 
Whatever the problem, 
write to our 
PENCIL ADVISORY SERVICE 


At one time or another, we've 
been asked almost everything about 
pencils. 


If we don’t know the answer, we 
have our own research laboratory 
to find out. 


From our many kinds, qualities, 
degrees, and colors of writing, draw- 
ing, sketching, marking, coloring, 
copying, shorthand, charcoal, car- 
penter, moisture-proof, and other 
specialized pencils we can almost 
surely pick the one best suited to 
your purpose ... tell you why we 
recommend it... and send you sam- 
ples to test in your own hand. 


Just write on your company letter- 
head. Explain your problem. We'll 


be glad to help. EAGLE 


Pencil Advisory Service, £-3 
EAGLE PENCIL COMPANY 


703 East 13th Street, New York 9, N.Y. 
a oe ee ee 

e  World’s largest 

manufacturer of 


uality pencils 
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simpler duplication processes. The 
process, nevertheless, is proving highly 
popular, because of the good appear- 
ance of the work and because the per 
copy cost is low. 

Inks of various colors are available. 
Normally, only one color is run at a 
time. Registration is precise, however, 
and reruns in other colors are possible. 

Duplicating costs are estimated at 
about 25 cents per thousand on runs of 
ten copies per master. Paper for 1,000 
copies costs about two dollars. Thus, 
on runs of a thousand, the per copy 
cost is between one-fifth and one- 
quarter of a cent. 


The Manufacturers 

Addressograph - Multigraph C or p., 
1200 Babbitt Rd., Cleveland. “Multi- 
lith” line of eight models, for general, 
form, systems, and specialized dupli- 
cating. Maximum copy size, 17 by 
19% in. Models electrically powered, 
with hand and automatic feed. “Sim- 
flo” control, on three models, maintains 
balance between ink and moisture. 
Price range, $645 to $4,200. 

Davidson Corp., 29 Ryerson St., 
Brooklyn, N. Y. (Subsidiary of Mer- 
genthaler Linotype Co.) “Dual-Lith” 
line, of four models, featuring ability 
to print both by offset and letterpress 
methods. Three models take sheet 
sizes from 3 by 5 to 10 by 14 in. Larg- 
est takes 14 by 17% in. Model 242, a 
new development, has push-button con- 
trols for “sit down” operation. Price 
range, $2,400 to $4,200. 


Photocopy 
The Process 


Photocopying is essentially a form of 
photography, but the term is generally 
considered to apply properly only to 
those photographic methods in which 
the images are made directly on sen- 
sitized paper, rather than on film, 

Two basic photocopying methods are 
in common use. In the first of these 
the original material is placed in di- 
rect contact with the sensitized paper 
on which the final copy is to be made. 
In the second, a camera is used to fo- 
cus the image on the paper. Equipment 
of the first type can be made compact 
enough to be used on desk tops, while 
equipment employing a camera is more 
bulky. The two basic methods may be 
explained as follows: 

(1) In the first method, as noted 
above, the original material is placed 


ot 


Tools of the Office 


in direct contact with the copy paper. 
This method itself is subdivided into 
two differing procedures, known as the 
direct and the reflex methods. 

The essential difference between the 
direct and the reflex methods is in the 
position of the light source with respect 
to the sensitized paper. In the direct 
method, the light rays pass through the 
original material to the copy paper, 
whereas in the reflex method, the light 
rays first pass through the sensitized 
paper itself to the original material and 
are then reflected back to the copy 
paper. Most office photocopiers are of 
the reflex type. 

Whichever method is used, the effect 
of light striking the surface of the sen- 
sitized paper is to turn it dark. Thus, 
in the direct method, the letters, lines, 
and other dark areas of the original 
prevent the light from reaching the 
paper beneath those lines, and these 
portions appear on the sensitized paper 
as white lines on a dark background. 
Similarly, in the reflex method, light 
rays are reflected off the light areas of 
the original and not off the dark areas. 
The effect is the same: a dark copy 
with white lines or printing on it. 

Since much of the material which 
office photocopiers are designed to 
handle cannot be copied by the direct 
method, most standard equipment uses 
the reflex process. The first copy made 
in this procedure, of course, would be, 
if fully developed, a negative and re- 
versed. A second step is therefore nec- 
essary in order to produce a usable copy 
reading from left to right. 

This is done very simply. The neg- 
ative itself is fed back into the machine 
with another sensitized sheet. (A dif- 
ferent part of the machine, or some- 
times two separate machines, must be 
used.) They pass through a solution 
which develops the image on the neg- 
ative, and the two sheets 
pressed together face to face. 

These sheets are left in this condition 
for about fifteen seconds, during which 
time the image on the negative is trans- 
ferred chemically to the second sheet. 
Here it appears as a positive (black 
on white) reading correctly from left 
to right. The sheets are then pulled 
apart, leaving a correct copy of the 
original material on the second sheet. 

This final copy is slightly moist, 
since it has passed through a solution, 
but it will dry in a very short time. 
This technique is therefore referred to 


emerge 
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as “dry” process photocopying, as com- 
pared to more conventional photogra- 
phic methods which produce final 
copies that must be dried out over a 
much greater length of time. 

The complete process normally re- 
quires from 30 to 60 seconds, although 
faster speeds are sometimes reported. 

Since the process requires two dif- 
ferent steps, two different units are re- 
quired—a printer and a processor or 
developer. These may be combined in 
the same model, however. 

In many printers, the original mate- 
rial is fed directly into the unit; such 
models cannot copy pages from a book 
unless the pages are first removed. 
The “flat-bed” type of printer, however, 
can be used to copy directly from 
bound material. Most flat-bed printers 
are separate from the developing unit, 
but one new model combines both a 
flat-bed printer and a processor. 

The cost per letter-size copy is gen- 
erally estimated at between eight and 
ten cents. This figure does not vary 
with the number of copies. 

(2) In the second photocopying 
method, a standard type of copying 
camera is used. Again the first copy 
produced is a negative, However, most 
of this equipment is provided with a 
prism arrangement so that the copy 
reads correctly from left to right. The 
first copy, therefore, is usable, unless a 
black-on-white copy is desired. In that 
case the negative can be processed, as if 
it were an original, to produce the de- 
sired copy. 

An advantage of this method is that 
it permits enlargement and reduction 
in size of the original material, which 
is not possible when the material is 
placed in direct contact with the sen- 
sitized paper. 

A disadvantage is that the equipment 
is larger and more expensive. In return 
for the added expense and bulk, how- 
ever, the system offers much greater 
versatility than is found in the “dry” 
process. 


The Manufacturers 

Addo Machine Co., Inc., 145 W. 57th 
St., New York. New “Luxacopy” 
combination model. 

American Photocopy Equipment Co., 
1920 W. Peterson Ave., Chicago. The 
Apeco “Auto-Stat” line contains six 
models, with maximum copy width to 
15 in., unlimited length. Stainless steel 
construction. New “Dial-A-Matic” has 
light control dial to regulate exposures. 
Price range, $237.50 to $395. 
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Anken Film Co., Inc., Newton, N. ]. 

Copease Corp., 270 Park Ave., New 
York. Eight “Copease” models, with 
maximum copy widths to 14 in., length 
unlimited. New paper transport per- 
mits feeding of shingled cards without 
slipping. New Lite-Visor allows copy 
making in bright light. Price range, 
$96.50 to $590. 

Copy-Craft, Inc., 105 Chambers St., 
New York. Six models in “Photo- 
rapid” line. Features include non- 
metallic tank to extend life of solution, 
tight-closing lid. New “Compak” 
combines flat-bed printer with proces- 
sor; can copy bound material. Price 
range, $349 to $700. 

Cormac Industries, Inc., 80 Fifth 
Ave, New York. “Cormac” line in- 
cludes printers and processors separate 
and in combination models. Sizes vary; 
largest takes copy 14 in. wide. New 
flat-bed book copier being introduced 
as this issue goes to press, 

Duophoto Corp., 30 W. 25th St., 
New York. 

General Photo Products Co., Inc., 
General Photo Bldg., Chatham, N. ]. 
“Exact-Phote-Copy” line has variety of 
models, including hand-operated and 
electric units, with maximum copy 
widths to 18 in. Price range, $85 to 
$450. 

The Haloid Co., Haloid St., Roch- 
ester, N. Y. “Foto-Flo” Model C is 
camera-type equipment, capable of en- 
larging and reducing. Has print con- 
veyor system, prism for right-reading 
copies, developing time controls. Price, 
$2,950, plus accessories. Also “Recti- 
graph” models, at $1,600 and $1,800. 

Hunter Photo Copyist, Inc., 566 
Spencer St., Syracuse, N. Y. “Hecco- 
kwik” line includes separate printing 
and processing models and a combina- 
tion unit. Also a flat-bed printer, 
which can copy bound material. Price 
range, $169 to $375. 

F. G. Ludwig, Inc., Deep River, 
Conn. “Contoura” portable flat - bed 
printer, capable of copying bound mate- 
rial; has carrying case. Two sizes, for 
8-by-10 in. and 8'%-by-14-in. material. 
“Constat” processor, hand operated. 
Price range, $46 to $69.50, plus acces- 
sories. 

Peerless Photo Products, Inc., Shore- 
ham, L. I., N. Y. Three “Dri-stat” 
models: a flat-bed printer, which can 
copy bound material, a processor, and 
a combination unit. Maximum copy 
width, 14 in. Price range, $165 to $375, 

Photostat Corp., 303 State St., Roch- 
ester, N.Y. “Photostat” line of camera- 
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type copying equipment, capable of en- 
larging and reducing. Term “Photo- 
stat” is trade name of this company. 

Remington Rand Inc., 315 Fourth 
Ave., New York. “Transcopy” line in- 
cludes printers and combination print- 
ing and processing models. A new 
model can take copy 27 in. wide. Also 
“Portagraph” line of printers, and 
“Dexigraph” line of camera-type equip- 
ment which can enlarge and reduce. 

Robertson Photo-mechanix, Inc., 3067 
Elston Ave., Chicago. Line of camera- 
type equipment, capable of enlarging 
and reducing. Can make plates for off- 
set duplicators. 

U. S. Copyline, Inc., 580 Fifth Ave., 
New York. “Duplomat” line of print- 
ers, processors, and combination models. 
Also a new and unusual unit which 


bot 


Now, for the first time, a compact one piece photocopying 
machine with the versatility of a flat bed printer! 


In seconds it copies anything that you can hold against the glass! 
Even books, or other material that cannot be passed through the 
slot usually found in photocopiers. 


Easier to clean—and more economical. The developing tray lifts out 
for simplified cleaning and closes tight when not in use, thus 
extending the life of the solution. 


Protects from corrosion because of its non-metallic tank. 


Also makes perfect transparencies for use as masters with diazo 
or blueprints or for burning in positive offset plates. 


Compact—Portable. Two sizes, 84” x 14” and 14” x 17” 


Other Photorapid models: one-piece combination with 
14” throat and two-piece models up to 18” x 24” 


Dept. E3. 105 Chambers Street, New York 7, N. Y. 


can handle both photocopying and 
diazo process reproduction. 


Relief 
The Process 


The relief process is a method of pro- 
ducing copies from raised—or embossed 
—surfaces such as type, wood blocks, 
or plates. The lines to be printed are 
raised—in relief—above a flat surface. 
These raised surfaces come into con- 
tact, directly or through an inked rib- 
bon, with the copy paper, whereas the 
flat background makes no such contact 
and does not print. 

The relief process is widely known 
for its use in printing books and mag- 
azines, This magazine, for example, is 


. 
ree eee ere ee eee eee ee 


CARBON PAPER & RIBBONS + DUPLICATING, PHOTOCOPYING & SYSTEMS MACHINES & SUPPLIES 


March, 1955 


55 


- 
a |e 
i 
he ; 
sa 
_ \, 
¥ 
i 
v; ‘ ries 
: — 
new |! ‘ | | 
| Photnapit ig 
3 “COMPA” : t 
 C— hClUG 
_ | cob. ae : ™% 
an a ~ res 
: i . ‘es 
s | | : | : 
— ae: le 
: } om 
: res 
ve . ; | 4a 
: —— I hC(< aD 
i fF 
3 Lf. 
. ee ; a 
: ee : # r. 
— 
Ss | = a 
, oe 


printed by the letterpress method, 
which is a form of relief printing. 

The process has also been adapted 
for use in the office, where it provides 
the operating principle for a type of 
office duplicator which has been fa- 
miliar for many years. This type of 
duplicator has long been known as a 
“multigraph.” In recent years, how- 
ever, the Addressograph-Multigraph 
Corp., which owns the trade name 
“Multigraph,” has applied that term to 
its complete line of duplicating equip- 
ment, including the “Multilith” line, 
which operates on the offset principle. 

To distinguish between the two types 
of equipment, the company refers to 
them as “Multigraph (Multilith Proc- 
ess)” and “Multigraph (Relief Proc- 
ess)” machines. It is to this latter type, 
which was long known simply as 
“multigraph,” that this article refers. 

A relief process duplicator makes use 
of actual type, which must be set by 
hand, The type is inserted, line by line, 
in the channels of a rotating cylinder 
or drum, using a convenient tool 
known as a composing fork. 

When the type has been set, the 
drum is covered with a wide inked 
fabric ribbon which is very much like 
an overgrown typewriter ribbon. Sheets 
of copy paper are fed into the machine, 
between the drum and a rubber platen 
roller. The type prints through the 
ribbon, much in the way a typewriter 
prints through a typewriter ribbon. 


The resulting copy closely resembles 
a typewritten copy, since the type faces 
most commonly used are standard type- 
writer styles. The machine is therefore 
especially well suited to the preparation 
of “fill-in” letters, and to any work in- 
tended to resemble typewriting. 

The use of actual type brings with 
it certain inherent advantages and dis- 
advantages. Because the type must be 
set by hand, it is generally not feasible 
to use this equipment for very short 
runs. However, the equipment can 
produce runs of énormous length (up 
to 100,000) at high speeds (up to 5,- 
000 an hour), and even on reasonably 
short runs, the cost per copy is quite 
small. 

Addressograph - Multigraph, for ex- 
ample, cites a paper cost of two dollars 
per thousand letter-size copies, and 
duplicating costs of three cents for the 
same quantity. In addition to high 
speed and economy on runs of suffi- 
cient length, the process offers copies 
of superior quality and neatness. 
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A further advantage is that variable 
information in the material being print- 
ed can be altered during the run. 

The machine can also be used with- 
out the fabric ribbon. Used in this 
manner, the type is brought into contact 
with an ink roller. The type then 
prints directly on the copy paper. The 
results of this process resemble stand- 
ard printing; letterheads, forms, etc., 
can easily be prepared in this way. 


This type of equipment is versatile. 
Signature devices can be used to sign 
letters as they are prepared, and rubber 
plates, electrotypes, and slugs can also 
be used, Because ribbons and inks are 
available in various colors, it is possible 
to produce copies in color. The equip- 
ment can give sufficiently close registra- 
tion that material can be run through 
more than once; finished copies can 
thus be made in several colors. 

Equipment of the relief type is also 
available in simpler versions which 
may be used for such purposes as the 
printing of forms, tags, and labels. The 
rotating drum principle need not be 
used, in which case the type is arranged 
on a flat printing surface. 


The Manufacturers 

Addressograph - Multigraph C or p., 
1200 Babbitt Rd., Cleveland. Four 
models in “Multigraph (Relief Proc- 
ess)” line, printing copy up to 16 by 
20 in. Manual and electric models, 
with hand and automatic feed. Price 
range, $225 to $3,000. 

American Tag Co., 151 Cortland St., 
Belleville, N. ]. “American Jiffy Print” 
is a small unit for printing tags, labels, 
and forms. Maximum copy size, 2 by 
2% in. Not a rotary drum type; copy 
is fed manually into throat of machine, 
where printing is triggered automatical- 
ly. Price, $245. 

Davidson Corp., 29 Ryerson St., 
Brooklyn, N. Y. (Subsidiary of Mer- 
genthaler Linotype Co.) “Dual-Lith” 
line of combination offset and letter- 
press machines. Four models take sheet 
sizes from 3 by 5 to 14 by 17% in. New 
model has push-button controls for “sit 
down” operation. Price range, $2,400 
to $4,200. 

A. Kimball Co., 307 W. Broadway, 
New York. “Roto Kimco” models for 
printing labels, tags, etc. A small ro- 
tary-type model printing from metal 
logotypes, rubber mats, and type rang- 
ing from 6 to 36 pt. sizes, 
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Smokeprinting 
The Process 


The term “smokeprinting” is used 
to describe an electronic duplicating 
process developed by The Standard 
Register Co. Although the company 
now refers to its product as an “Elec- 
tronic Reproducer,” the more colorful 
term received considerable publicity 
when the process was first announced 
last year and appears likely to stick in 
the public mind. 

The process utilizes basic electrical 
principles. In effect, the image of the 
material being copied is “written” on 
the copy paper in the form of an elec- 
trostatic field and this paper is exposed 
to an electrically charged ink spray. 
The charged particles are attracted to 
the paper by the electrical properties of 
this “image,” and they fall on the 
paper in a pattern exactly duplicating 
the original material. 

To allow this procedure to take place, 
the original material is placed in the 
electronic reproducer in such a way 
that its image is projected by a beam 
of light onto a glass plate. If the origi- 
nal material is in the form of a film, 
light need merely be directed through 
it. If the original is opaque, an ordi- 
nary reflex type of projection is used. 

The glass plate is coated on one side. 
The projected image appears on the un- 
coated side. This glass serves to sepa- 
rate two compartments in the machine. 
One of these is used for the optical 
system employed to project the image. 
The other compartment is the printing 
chamber, and is light-tight, except for 
the glassed area, 


The copy paper is introduced into 
the printing chamber, where it is 
brought into contact with the coated 
side of the glass plate. An ink spray- 
ing mechanism in the printing chamber 
then sprays a quantity of ink into the 
chamber. The ink becomes charged 
electrically. At the same time, the light 
falling on the glass plate intensifies the 
electrostatic field. 


As a result, the charged particles of 
ink are attracted to the plate. Since 
the paper intervenes, the ink is deposit- 
ed on the paper to form a copy corre- 
sponding to the light image. 

The paper feed, the ink spraying 
mechanism, and other elements are 
synchronized, so that a copy can be 
made every second. The number of 
copies is unlimited. The maximum 
copy size at present is 84% by 11 in. 
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How you can get 


SHARPER COPIES 
FASTER on your 


DIRECT PRINT 
COPY MACHINE 


THIS NEW MASTER SHEET DOES IT! 


Copies come off sharp — and fast — 
when your master sheet is Patapar 
Translucent Parchment. This special 
type of Patapar Vegetable Parchment 
has exceptionally clean, even texture 


with full translucency ... permitting 
an intense vertical transmission of 
ultra violet light. The result is speedier 
operation and uniformly clear copies. 
Patapar Translucent Parchment 
has a perfect surface for printing 
with regular or opaque inks, for type- 
written copy, pen and pencil entries, 
artist’s sketches and drawings. 


Cost? Patapar Translucent 
Parchment doesn’t cost 
— it pays! 
For proof of outstanding perform- 
ance, write on your business letter- 
head for brochure containing testing 
samples. 


Name of nearest distributor on 
request. 


_ Paterson Parchment Paper Company | 
Bristol, Pennsylvania 
West Coast Plant: 
340 Bryant St., San Francisco 7 
: Sales Offices: New York, Chicago  : 
: Headquarters for Vegetable Pescheneat iene S005 : 
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Any type of paper can be used, in 
any color. Ink color also can be varied, 


The Manufacturer 

The Standard Register Co., Albany 
& Campbell Sts., Dayton, Ohio. The 
“Electronic Reproducer” is expected to 
be marketed later this year. Maximum 
copy size, 8% by 11 in. Electrically 
operated; automatic copy feed; counter. 


Stencil 
The Process 


The stencil process is one of the oldest 
and most familiar of office duplicating 
methods. It is widely known as the 
“mimeograph” method, after the trade 
mark “Mimeograph” of the A. B. Dick 
Co., which was a pioneer in the field. 


The basis of this method is the well- | 


known stencil principle. The stencil 
is a sheet of paper or other material 
which has been made impervious to 
ink, Letters, numerals, and other lines 
to be printed are then cut into the mate- 
rial so that ink may pass through the 
openings. When the stencil is placed 
over the copy paper and ink is brushed 
across it, ink passes through it and re- 
produces the original printing or other 
pattern on the copy paper. 

Most office stencils are cut by the use 
of a typewriter. The typewriter ribbon, 


of course, is not used. Stencils may also | 


be cut by writing or drawing with a | 


stylus or other hard-pointed instru- 
ment. In addition, in a development 
which has been receiving increased em- 
phasis during the past year, stencils 
may be prepared on certain types of 
copying machines, such as those of the 
facsimile type. It is thus possible to 
transfer photographs and art work eas- 
ily to stencils. Stencils may also be 
prepared by photochemical methods. 

Two differing types of stencil dupli- 
cators are on the market: 

(1) The most familiar type has a 
large rotating drum or ink cylinder. 
The drum is perforated and is covered 
with an ink pad. Ink is applied from 
within; it passes through the perfora- 
tions and the pad distributes it evenly 
over the surface of the drum. The 
stencil is wrapped around this cylinder, 
and each time it rotates, it is brought 
into contact with a sheet of copy paper. 
Ink passes from the pad through the 
stencil to the paper to make the print. 

(2) The newer “dual-cylinder” type 
has two solid rotating cylinders to 
which ink is applied directly. A silk 
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ALL THIS... 
AND DICTATION Too! 


With a Peerless DRI-STAT photocopier, 
a good secretary can get out a stack of 
copies like this and still keep up with her 
regular work — without overtime. 

Letters, invoices, orders, reports, 
charts, drawings, technical articles, tax 
returns—DRI-STAT makes clean, sharp, 
black-and-white copies of them all, in 
just one minute per copy. Originals on 
opaque paper—printed on both sides— 
in colored inks, with half-tones, bearing 
pencil notations—DRI-STAT can repro- 
duce more kinds of material than any 
other photocopy equipment. 

Ask your Peerless distributor to show 
you how DRI-STAT can pay for itself 
quickly in your office. Call him for a 
demonstration, or mail the coupon. 


PEERLESS 
>. al 
DRI-STAT 


a 
PEERLESS PHOTO PRODUCTS, INC. 1 
Shoreham, L. I., New York OM-3 

2) Id like to see a demonstration of 
DRI-STAT on my work. 


l 

| 

| 

| (0 Please send me your free brochure 
| describing DRI-STAT. 
| 

| 
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screen covers both cylinders and the 
stencil is placed over the screen. When 
the copy paper is fed into the machine, 
ink passes from the rollers through the 
silk screen to the stencil, and thence to 
the copy paper. Ink for use with this 
type of machine is of the paste type. 
It is supplied in tubes and is considered 
cleaner to handle than other inks. 

Equipment of both types is made for 
electric and manual operation. Power- 
driven models can operate at speeds up 
to about 200 copies a minute. Hand 
operated models can turn out between 
40 and 80 copies a minute. 

Various types of stencils are offered, 
including wax types, “dry” stencils, and 
photomechanical stencils. The number 
of usable copies which can be run varies 
with the type of stencil and the num- 
ber of openings cut in it, Most good 
standard stencils will make several 
thousand copies. Some stencils are con- 
sidered capable of producing up to 15,- 
000 copies, and in the case of photo- 
mechanical stencils, runs of hundreds 
of thousands of copies are sometimes 
claimed. 

The stencil process is relatively in- 
expensive to operate. On runs of a 
thousand copies, costs are generally 
estimated at between one-fifth and one- 
third of a cent per copy. On short 
runs, costs are higher; one manufac- 
turer estimates the cost of a 50-copy run 
at one cent a copy. 

Stencil duplicators can use ink of any 
color. As a rule, however, only one 
color is printed at a time. 


The Manufacturers 

Addo Machine Co., Inc., 145 W. 57th 
St., New York. “Roneo” line of four 
models, including new portable unit in 
self-contained carrying case. Maximum 
copy sizes to 14 by 18 in. Manual and 
electric models with manual and auto- 
matic feed.. Automatic inking. Can 
reproduce photographs. 
$217 to $1,135, 

American Stencil Mfg. Co., 2714 
Walnut St., Denver. 

Autocopy, Inc., 
Chicago. 

Beck Duplicator Corp., 150 W. 26th 
St., New York. 

Bohn Duplicator Corp., 444 Fourth 
Ave., New York. The “BDC-Rex 
Rotary” manual twin - cylinder dupli- 
cator, using paste ink. Automatic feed, 
automatic counter, adjustable receiving 
tray. Price, $179.50. Also the “Electro- 
Rex” electronic stencil cutter, operating 
on facsimile principle, which can copy 


Price range, 


12150 S. Peoria, 
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photographs, art work, etc., on stencils. 

The Dansen Co., Clinic Bldg., St. 
Cloud, Minn. 

A. B. Dick Co.. 5700 W. Touhy 
Ave., Chicago. The “Mimeograph” 
line of ten models, featuring positive 
feed, Universal stencil clamp, auto- 
matic copy stacking, automatic count- 
ing, etc. Manual and electric models. 
Multicolor duplicating is possible. 
Maximum copy sizes to 11 by 17 in. 
Price range, $100 to $1,495, approxi- 
mately, plus taxes. 

Gestetner Duplicator Corp., 50 Me- 
Lean Ave., Yonkers, N. Y. Five man- 
ual and electric models, taking copy 
from postcard size to 144%, by 17% in. 
Twin-cylinder principle used, employ- 
ing paste ink. Features include auto- 
matic feed, automatic shut-off counter, 
rapid color change. Some models have 
“Continumatic” automatic ink control. 
Price range, $227 to $1,075. 

Milo Harding Co., 500 S. Monterey 
Pass Rd., Monterey Park, Calif. Line of 
dual-cylinder duplicators, using paste 
ink. “Tempo” model is electric, has 
automatic feed, makes legal-size copies. 
Four models of “Geha” line make 
copies to 84% by 13% in. in size; hand 
and electric models, with automatic 
feed. Prices: Tempo, $895; Geha 
models, $199 to $675, 

The Heyer Corp., 1850 S. Kostner 
Ave., Chicago. Line of five “Letter- 
graphs.” Hand operated, with auto- 
matic or hand feed. Copies to legal 
size. Counter optional on three models. 
Price range, $10.95 to $84.50, plus tax. 

Keller Duplicator Co., 545 E. Third 
St., Long Beach, Calif. One postcard 
duplicator, hand operated, with manual 
feed. Price, $17.95. 

Marr Duplicator Co., Inc., 53 Park 
Place, New York. Line of five dupli- 
cators, manual and electric, with man- 
ual and automatic feed, automatic 
counter. Some models can be set to 
stop automatically. Price range, $87.50 
to $845. 

Mimeo Mfg. Co., Inc., 405 Broadway, 
New York. Three “Mimeo” models 
with cast aluminum frames. 
operated, with hand and automatic 
feed. Copies to legal size. Price range, 
$32.50 to $49.95. 

The Multistamp Co., 527 W. 21st 
St., Norfolk, Va. Eight “Multistamp” 
models of the hand-stamp or rocker 
type, including postcard models. Print- 
ing areas from 3% by % in. to 7% by 
10 5/16 in. Available in combination 
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sets; pre-cut stencils also available. 
Price range, $9.50 to $99.50. 

Niagara Duplicator Co., Box 1175, 
Concord, Calif. 

Pekas Duplicator Co., Lock Box 306, 
Lesterville, S. D. Line includes hand 
stamp type for postcard and similar 
work. 

Post-O-Graf Mfg. Co., 20 Garfield 
St., Wilkes-Barre, Pa. “Roswell,” 
“Rapid,” and other duplicators, taking 
up to legal size copy. Some are hand 
stamp types for printing postcards. 

The Print-O-Matic Co., Inc., 14-125 
Merchandise Mart, Chicago. Model 5-A 
“Print -O - Matic” has new automatic 
roller release, new paper jogging side 
guides and automatic feed, Takes copy 
to legal size. Price, $75. 

Rex-Rotary Distributing Corp.,19 W. 
31st St., New York. Ten twin-cylinder 
type models, hand and electrically oper- 
ated, with automatic feed and auto- 
matic stop counter. Largest takes copy 
to 134% by 17 in. Two to three colors 
can be printed at once. “Selectomatic” 
inking system, using paste ink. Price 
range, $179.50 to $925, 

Rutherford Duplicator Co., P.O. Box 
13087, Houston, Tex. 

Speed-O-Matic Co., 7640 W. Norton, 
Hollywood, Calif. One post card size 
model, manually operated, with auto- 
matic feed. Takes copy to 4 by 6 in. 
Price, $17.95. 

Speed-O-Print Corp., 1801 W. Larch- 
mont Ave., Chicago. Line of manual 
and electric duplicators, varying in size, 
capacity, and features. 

Technygraph Co., Techny, Ill. 

Vari-Color Duplicator Co., 500 S. 
Lincoln St., P. O. Box 31, Shawnee, 
Okla. Line of three hand operated 
models, ranging from post card model 
to one taking legal size copy. Features 
include reset counter, “Kontrol - Flo” 
inking. Price range, $15.75 to $79.50. 


Thermo-Fax 
The Process 


Thermo-Fax is an unusual duplicat- 
ing method which takes advantage of 
the fact that dark substances absorb 
more heat than do light substances. 

Copy paper for this process is heat- 
sensitive. Material to be copied is 
placed above this paper and infra-red 
light is passed through from under- 
neath the copy paper. As the light 
strikes the original written or printed 
matter, the dark areas absorb the rays 
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and convert them to heat. In the white 
areas, on the other hand, no significant 
amount of heat is generated. 

Since the copy paper is sensitive to 
heat, it turns dark in the areas beneath 
the dark portions of the original mate- 
rial. In effect, the copy is “burned” 
into the copy paper. However, this 
burn is superficial and does not affect 
the strength of the paper. The copy, 
nevertheless, is permanent. 

The complete process requires about 
15 seconds. Since the light rays pass 
through the copy paper itself and are 
reflected off the original material, 
opaque matter can be copied directly 
and there are no requirements that 
writing be on one side of the page only. 
The process does not permit enlarge- 
ment or reduction in size. 

Thermo-Fax paper is available in sev- 
eral colors. It is light in weight and 
has a somewhat waxy finish. Where 
greater rigidity is required, an inex- 
pensive back-up paper may be used 
with it. Back-up paper, where used, is 
securely fastened to the copy, and, in 
effect, becomes part of the copy paper 
itself. 

Standard copies cost about five cents 
each. The cost per copy remains con- 
stant, regardless of the length of the 
run. 


The Manufacturer 
Minnesota Mining & Mfg. Co., 900 
Fauquier Ave., St. Paul, Minn. One 
model, electrically operated. Maximum 
copy size, 8! by 14 in. Price, $400. 


Verifax 
The Process 


The Verifax process employs certain 
photographic principles, However, it 
is not classed in this survey as a form 
of photocopying, because it has the 
unique ability to produce copies on 
ordinary, non-sensitized office paper, 
whereas standard photocopying re- 
quires the use of sensitized paper for 
the final copy. 

The first step in the process resembles 
conventional photocopying. The origi- 
nal material is placed face to face with 
a sheet of sensitized paper, which is 
called a matrix, and both sheets are 
then inserted into the machine. A 
beam of light is here projected through 
the back of the copy paper, as in the 
reflex method of photocopying. 

This light is reflected from the light 
areas of the original and is absorbed 
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How XEROGRAPHY ---:.-.-0 


cuts duplicating costs in a wide variety of 
SYSTEMS APPLICATIONS 


@ Send for these case histories 


1. Progressive Report Writing at Blaw-Knox Company 
2. Production Control System at Bausch & Lomb Optical Co. 
3. Production Order Writing at Wallace Barnes Company 


In addition to the hundreds of applications in gen- 
eral duplicating, xerography is becoming increas- 
ingly important in systems procedures. Blaw-Knox, 
Bausch & Lomb and Wallace Barnes are using xerog- 
raphy and offset duplicating to cut duplicating costs 
in their specific applications. The versatility of 
xerography is shown in three completely different 
procedures explained in detail in the case history 


| folders available on request. 


These companies are only a few of the many 
hundreds in business, industry and government 
using the magic of xerography to speed the flow of 
paperwork and to cut duplicating costs. 

Anything written, typed, drawn or printed can be 
reproduced with photographic accuracy in about 3 
minutes onto an offset paper master for runoff of 
multiple copies on an offset duplicator. Original 
copy may be enlarged, reduced or reproduced same 
size by xerography in XeroX® copying equipment. 
Copies can be made from one or both sides of 
original material by xerography. 

For use in diazo type machines, translucent inter- 
mediates can be made from any original subject in 
the same speedy way. 


THE HALOID COMPANY 


55-39X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


The fastest, cheapest, most versatile way to make masters for duplicating 


SPEEDS PAPERWORK! 


Original is copied onto 
paper master by xerog- 
raphy in less than 3 
minutes. 


Paper master is placed 
on offset duplicator to 
produce multiple copies. 
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Now R.C.Allen Visomatre 


CARBON RIBBON TYPEWRITER 


for executive correspondence... only $215.00 


For only a few dollars — Sng yell 

ewriters, you ? 
er a _re Ribbon, the finest type 
po gat is is an exampie 


could buy. Th : 
pyc vrilliant clarity and sharp lette 


w 
impressions produced on —— ne 
ania having Imperial Elite Type- 


ea 
For executive sp asnirtgagerer et . Rotts 
i type faces; 
a. Hs ie the advantages of low cost 
’ 


carbon ribbon typing. 


The VCR’s sharp, uniformly black letters make it 
ideal for reproduction work too. The carbon rib- 
bon is instantly interchangeable with a cloth 
ribbon. It’s the easiest operating, most versatile 
machine you can buy, and it’s built to last a life- 
time . . . yet, it’s the only carbon ribbon type- 
writer at this low “standard typewriter” price 
of $215.00. 

R. C. Allen dealers give the biggest possible allow- 
ances on old machines ... it may cost less than 
you think to have new VCR’s. Write us for com- 
plete information and name of nearest dealer or 
consult your telephone directory. 


Model 711 C’ 


R.C.Allen Business Machines, Inc. 


686 Front Avenue, N.W., Grand Rapids, Michigan 


Tools of the Office 


by the dark lines—the letters, numbers, 
and other lines. The light which is re- 
flected produces chemical reactions on 
the matrix. 


The matrix is then passed through an 
“activator” solution. As a result of 
chemical action, those portions which 
correspond to the dark areas of the 
original material are developed in the 
form of a dark substance, like a dye, 
which can be transferred to ordinary 
paper. The white portions, on the other 
hand, are “fixed” so they cannot be 
transferred. 


The matrix thus, instead of becom- 
ing a conventional photographic nega- 
tive, has become usable for printing. 
As in the case of gelatin or liquid proc- 
ess masters (to which there is no chem- 
ical resemblance, of course), the dye- 
like substance on the matrix is actually 
transferred to the copy paper. 


A number of copies can be made 
from the same matrix. Each copy re- 
moves a portion of the dye, and each 
successive copy is slightly fainter than 
the preceding one. 


The copies are produced as follows: 
As the matrix emerges from the ma- 
chine, it is dried by squeegee action. It 
is then placed face to face with a sheet 
of copy paper, and the two sheets are 
pressed together by a roller. As a re- 
sult of this physical contact, a portion 
of the dye-like material is transferred 
directly to the copy sheet, producing a 
positive copy (black on white) of the 
original material. 

At least three copies can be made 
from one matrix. By accepting slightly 
lighter copies, however, one may ob- 
tain six or more copies. 

Preparation of a single copy requires 
approximately 50 seconds. Since the 
matrix can be used again, successive 
copies may be produced more rapidly. 
In general, three copies can be ob- 
tained within a minute. 

Verifax is suitable for copying writ- 
ten, typewritten, and printed material, 
art work, letterheads, and the like. 

Opaque originals can be used. Mate- 
rial cannot be enlarged or reduced. 

When three copies are made from a 
matrix, costs are estimated at between 
three and four cents each. Single 
copies cost between nine and ten cents 
apiece. Models are available to pro- 
duce letter- and legal-size copies. 


(To page 64) 
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““PANEL-E/7E... 


epee: 


Engineered and 


EASILY ARRANGED INTO MANY 


MOVABLE 
Otis Panel-Ettes are completely movable and can be 
arranged to suit any space requirement. 


FREE STANDING 


Needs no additional support. 


SELF-LOCKING 
Panels and posts lock together ... easily, securely, 
rigidly. 

NOTHING NEEDED FOR ASSEMBLY 
Panels and posts lock together without nuts, bolts or 
screws. Spring loaded, self-locking mechanism assem- 
bles Otis Panel-Ette in minutes. 


4-WAY POSTS 
Four-way Universal posts, standard or electrified with 
double plug outlet. 

INSULATED 
Panels are sound-deadened with 2” of mineral wool 
insulation. 


FIREPROOF 
All-steel and glass construction make Otis Panel-Ettes 
completely fireproof. 

BAKED ENAMEL FINISH 
High quality, 2-coat baked-enamel finish for lifetime 
beauty. 

COMPETITIVELY PRICED 
Compare the features; Otis Panel-Ettes are competi- 
tively priced. 


AVAILABLE IN B} 
11 Stock Widths 4 Wi ¥ 
9” . 12" - 18" - 24" - 30"" - 36” A _ 
42” - 48" - 54" - 60” - 66" - ‘\ >? 


Three Stock Heights ' \ 
— e 54" ~~ 68" 


Standard or electrified posts with double 
plug outlet. 


Deors and gates. 


COLORS: 
Beige, Mist Green, and Silver Grey. 


Spring loaded locking mechanism 
locks panel to standard 4-way post 
securely and rigidly. 


(= 


: TIS STEEL PRODUCTS 
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THE MOVABLE OFFICE PARTITION... 
Ruilt with YOUR Customer in mind. 


DIFFERENT VARIATIONS TO MEET INDIVIDUAL OFFICE REQUIREMENTS 


Photo Courtesy Eagle Office Equipment Co, Inc, Buffalo, N. Y. 
The Otis Panel-Ette is a free-standing, movable partition obscure or crystal glass; rock wool insulation deadens 
that can be adapted to any space requirement. A spring- sound; no exposed holes or cut-outs. Ideally suited to meet 


loaded, self-locking mechanism locks the panels securely the most exacting needs of any office. Panels can be 


to a standard 4-way post; nothing further is required for arranged in any combination. 
assembly. Completely fireproof steel panels have either 


PHONE OR WIRE NOW FOR FURTHER INFORMATION 


CORPORATION, ELLICOTTVILLE, N. Y. 
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a new way 
of life 
in the office 
for the 
SECRETARY 


with 


i yourself a favor 
_ OFFICE-ette execu 
ye office! - 


Typical Secretarial L 
with lowered typewriter table 


anee WAY OF lite in 
PARTITION-ettes "' and OFFICE-ettes* 


ARNOT-JAMESTOWN DIVISION 


*Pat. Pending 


Tools of the Office 
(Continued from page 60) 


The Manufacturers 

Eastman Kodak Co., 343 State St., 
Rochester, N. Y. Two “Verifax” 
models, letter and legal size. Manually 
fed. Operates on 110-volt AC, Price 
range, $240 to $395. 

Photostat Corp., 303 State St., Roch- 
ester, N.Y. “Photostat Instant Copier” 


(To page 73) 


“Open Sesame—” 
(Continued from page 27) 


we always by then receive re juisitions 
from several departments covering their 
needs for next year. The Engineering 
Department has asked for more secre- 
tarial trainees than cadet engineers. 

It is not my purpose to comment on 
the relative merits of a liberal arts 
education and vocational preparation, 
except to state that they need not be 
mutually exclusive. I do not suggest 
that every woman in college (or plan- 
ning to enter college) take her degree 
in secretarial science, but I do earnestly 
and sincerely recommend that every 
college woman who is hoping for a 
business career become really proficient 
in typewriting and transcription, Let 
her take her major in one of the sci- 
ences or arts, but take her electives 
from the business curriculum. This 
may be difficult, for more colleges teach 
Greek than shorthand. Nevertheless 
when she starts looking for a job she'll 
find that it’s better to be able to read 
Gregg or Pitman than Homer. 

The way in, and the way up, is a 
secretarial job, whether the ultimate 
aim is Fashion Designer, Editor, Buyer 
or Personnel Manager. If -her goal is 
her name on the door with the title of 
Vice-President, let her start as a secre- 
tary—it as been done very successfully. 


Case— 


(From page 31) 


greatest sales training helps ever used 
by the airline. They installed in the 
New York operation a dictating ma- 
chine, the Gray Audograph, and wired 
it so that the supervisor could listen in 
and also record on Audograph discs 
both ends of a telephone conversation. 

These recordings are used jater in 
private session with the individual, 
thus leaving no doubt as to what was 


{frets More pent Patent AETNA STEEL PRODUCTS CORPORATION said and how it was said. 
JAMESTOWN, NEW YORK “The results were immediate and 
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Ask your dealer to Jet you choose the Stapling 
Machine you want from the complete line of ACE 
Stapling Equipment. You see, ACE makes a TOP 
quality machine, built with watch-like precision, 
at whatever price you wish to pay! Whether you 
choose the highest priced ACELINER or a mod- 
erately priced ACE machine, you'll get bigger 
value and more years of satisfactory service. 


ACE Stapling Equipment is so highly regarded 
and so well known, that millions are now in 
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pee 
ACE STANDARD Em 


, 
Me: an 


You Can Choose From A Complete Line Of ACK Staplers 


daily use, all over the world! In fact, the name 
ACE on Stapling Machines, Staples, and on the 
Staple Remover, is your assurance of dependable 
stapling performance for a lifetime! 


Remember, only responsible dealers are author- 
ized to sell ACE Stapling Equipment. Make it a 
point to see the full line at your nearest ACE 
dealer's. You will find him capable and ready to 
help you choose the model best suited to your 
needs. 


SOLD THROUGH DEALERS EXCLUSIVELY! 


’ ' 
Ss ms 
‘a fn» he fen 
. ae inee tor Every Pursé and Purp 


ACE FASTENER CORPORATION, 3415 NORTH ASHLAND AVENUE, CHICAGO 13 
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CANADA: ACE FASTENER (CANADA) LTD., 6705 UPPER LACHINE ROAD, MONTREAL 28 © 770 DU PONT ST, TORONTO 4 
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30 6000 we guar entee | Your MONEY BacK* 


ani alte 


Finger grip never 
touches ink. No chance 
for ink to touch you. 


Point instantly inter- 
changeable and renewable. 
More than 30 point styles. 


Fountain-base ‘“‘ink-locked”’ 
against accidental spillage. 


.and so outstanding it Only the pen unlocks the ink. 


carries a 30-day money back 
guarantee! Patented ink- 
fountain in base automati- 
cally fills pen... keeps it 
ready to write a full page 
or more every time you 
take it from the socket. 


Fountain-base holds 40 times 
more ink than ordinary fountain 

pen. Won’t leak. Won’t flood. Easy 
to clean as a saucer. 


a 


| *30-DAY MONEY BACK 
TRIAL OFFER 


Y 
our regular dealer 


Choose ‘ 


<' TO SELECT OR REPLACE 
. HERE'S ALL YOU DO 


MORE THAN 30 POINT STYLES 


Sa f} H j f d 


wif 550 @ 9314M Ae I 9668 “NY mt 


30 NUMBERED and A EVERY WRITING JOB 


Cee ie 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
COPYRIGHT 1955 


; ; Poon sien nertoorie The Esterbrook Pen Company of Canada, Ltd. 
: y PEN COMPANY 92 Fleet Street, East; Toronto, Ontario 


THE RIGHT POINT FOR <i 
THE WAY YOU WRITE 
BY NUMBER ~~~~~~----- 
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amazing,” says Frank Brennan, New 
York reservations manager. “After we 
played back a recording of a conversa- 
tion, and discussed it with the repre- 
sentative, we noticed a new alertness, 
a more determined effort to project. 


Recordings are used not only for 
training new people, but also for re- 
viewing sales techniques of those who 
have been with the company for years. 
This periodic reappraisal quite often 
reveals that a salesman has unknow- 
ingly developed annoying mannerisms 
or inflections. 

Often an old employee, on hearing a 
recording of his conversation, will ex- 
claim in amazement: “Did I say that?” 
Or, “I really didn’t mean it that way.” 
Only by listening to these recordings is 
he able to know his own voice. 


Methods planning— 
(From page 30) 


technical knowledge, and practical ex- 
perience. He must possess the ability 
and temperament to work in staff rela- 
tionships with the operating committee, 
and at lower levels as well. He must 
be able to “sell” installation of changes 
in normal routines to clerical personnel. 

He must be creative and imaginative, 
but he must also know when the time 
has come to stop creating, present his 
plan, and get the job done. 

Where does a company find such a 
man? 

Even when there is someone already 
in the company entirely capable of tak- 
ing over the job, it is still important 
to compare the advantages of his in- 
timate knowledge of company opera- 
tions with his lack of wider experience 
in a variety of companies. 

Employment of an outsider would 
depend very much on the number and 
the quality of outside men available at 
any given time. If a good man can be 
found, his wider experience will be a 
benefit in many ways, but the time 
needed to familiarize himself with 
company policies and operations will 
be a handicap. There is, too, the con- 
stant possibility of personal frictions de- 
veloping between a new man and vet- 
eran company personnel. 

Actually, there can’t be any hard and 
fast rule about this. Both promotion 
from within and employment from out- 
side the company should be considered 
in the light of the factors cited above. 
The choice is best made on the basis 


(To page 68) 
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with Mferningtore. F&carecl EQUIPMENT, IT’S ASSURED! 


PORTAGRAPH. Mod- 
el Nos. G10.3 & 
G11.3 — Copies 
books, bound rec- 
ords, flat sheets 


Hd to 24” wide. 
at-bed printer. 


To get the most out of photocopying, 
it is important to choose equipment to 
fit your particular needs. The complete 
Remington Rand photocopying line 
offers a wide choice of printing and proc- 


essing units, each offering specific fea- G4 — Compact, 
tures and advantages. You may choose weet iene 
between a single, combined unit or sep- = 


arate exposing and printing machines 
...a rotary printer or flat-bed printer 


TRANSCOPY. Mod- 
... Whichever will perform best for you. SS 

Remington Rand photocopy equip- eA hy. 
ment is precision engineered for simple, om, Cane pe 
fast and trouble-free operation. Com- — 
pact and lightweight, they require no yoemegees Oe- ia 
darkroom... plug into standard elec- EN gt i 
trical outlets. Any convenient desk or Si son | 
table top serves as a work area. pact, accurate, 


fast! 9 and 1472” 
throats. 


5 eeee eeeeeoeceoevoeeeeeeeeceeeeeeeeeeeeee é 
a 
EXCLUSIVE! New... Colored Transcopy Paper y/? e r y /? ; aah 
a ae 7 aa a 
NOW...you can prose Room 1337 315 Fourth Ave., New York 10, N. Y. oe - 
Teanssopy prints eo Sive, Please see that I have information on: ive 
green, yellow, buff, pink or Rotoflo Printer (P385) S : 


white paper... alternately Transcopy Processor — Portagraph Printer (P334) 
or consecutively, without Transcopy Duplex (P344) 

changing solutions. Colored Colored Transcopy Papers 

Transcopy Papers are 

processed right along with NAME & TITLE 
black on white prints... with 

the same speed and accu- FIRM_ 

racy. Unlimited advantages 
«+. instant identification 
through color. 
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NEW Esko] tap 


INCREASES 
OFFICE EFFICIENCY 


Amazing one unit 
memo organizer 
“never forgets to 


remember.” 


ae 


The single Expaditer unit replaces all mis- 
cellaneous paper cluttering up the desk, 
organizes important memos and notes in 
one place. Speeds work through! Saves 
Time! Unit holds 400 slit-apart memos (per- 
forated at top), up to half year's use. 
Discourages wasting costly stationery and 
forms for scribbled notes. Pays for itself in 
efficient cost-cutting operation. Put an 
Expaditer on every employee's desk and 
see for yourself! 


Only $8.10 per doz. (minimum order) 
Send No Money! We'll Bill You! 


SATISFACTION ASSURED 
Exclusively Sold By (Est. 1937) 
Goodyes* Printing & Stationery Co. 
270 Lafaye:ie St., Dept. FM-3, N. Y. 12, N. Y. 


... the case of the 
dissipated echo! 
poor soul just 
wasted away when 


he ran into a 
Soundex Partition. 


_ PARTITIONS 
; ae SOAK UP NOISE 
> = LIKE BLOTTERS 
y | SOAK UP INK. 
‘ , Perforated surfaces 
\ plus acoustical core 
. turns the trick! 


Pr til 


WRITE FOR 
FREE CATALOG TODAY. 


142 FEDERAL SQUARE BLDG. 
GRAND RAPIDS, MICHIGAN 


of the quality of people available from 
both sources, and the particular re- 
quirements of the company, 

The staff working under the Methods 
Analyst would of course vary in size 
from company to company. Our rec- 
ommendation in the case of the mid- 
western concern (which had a clerical 
total of 240 employees in the line di- 
visions represented on the Controllers 
Committee) was that the Methods 
Planning Division be staffed by the 


Chief Methods Analyst and two tech- | 


nicians, One of these was designat- 
ed as a general technician, and his 
duties were outlined as maintenance of 
procedure manuals, forms design, space 
utilization studies, and assisting the di- 
vision head in methods and motion 
studies. We recommended that the 
second technician be familiar with ma- 
chine accounting, and punched card in- 
stallations. His responsibilities were 
to include advice on current machine 
operations, and future applications 
based on machine flexibility. 


Methods improvement continous 


The Methods Analyst, as division 
head, is best advised, with a company 
that can provide him with adequate 
staff, to keep free of current problems, 
except for examination and approval 
of changes. He should concentrate on 
the future, on devising the next steps in 
program refinement, planning conver- 
sion schedules, visiting installations of 
new clerical procedures in other com- 
panies, informing himself of new equip- 
ment, and what can be done with it. 

For methods improvement is contin- 
uous. Even after detailed plans have 
been put into operation, they should be 
reviewed after enough time has elapsed 
for full conversion. The review will 
show ways in which the plan can be 
improved again. The good Methods 
Analyst will always be looking to the 
future, to further refinements of the 
system. 


That is another reason it is so im- 
portant to define the post of Methods 
Analyst, and the scope of his activities 
clearly in every company, The com- 
pany should recognize that methods 
analysis and design is a field in which 
a well-qualified executive constantly 
improves with experience; if it sets up 
a methods department on the staff level 
outlined above, it is creating a depart- 
ment primarily, not appointing a man. 
It can expect a procession of men to 
pass through the post, because a good 


Los Angles 19, Calif 


Keeps Typewriter 
Platforms Firm 


Makes typing easier, faster, less noisy. 
Improves touch, checks skipping or 
' piling. Easy to use, goes up or down 
‘in a jiffy. Won't snag nylons. You'll 
’ wonder how you did without 
jit. Ask your office supplyge, 
i dealer, or write direct. 


GONCO MF6. CO. 


1259 So. La Brea . 
COMPLETE 


UNCONDITIONALLY GUARANTEED 
Order direct from manufacturer 


770—5TH 
™ -Stoplex Co. Brooklyn 32 
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NOW-STAPLE 
Automatically 


A 
Necessity 

In 
Modern 
Business! 


Saves Time—Toil—Money! 


STAPLEX is the Automatic Electric 
Stapler . . . Time-tested . . . Thousands 
in profitable use. 


PAYS FOR ITSELF in no time by cutting 
Stapling time and costs 70% and more. 


EFFORTLESS . . . Staples automatically 
.. . leaves both hands free to work... 
always top Stapling efficiency. 


RELOADS IN 2 SECONDS from the front. 
No tools needed . . . Uses Standard 
Size Staples. 


ceeecr eS EN CO SE 

AVE. 
32, 
C) Literature 
C] Free Demonstration 
EE Ui sc cacceehentcaes visvhoveanneeed 
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Methods Analyst will, after a few years 
on the job, be qualified to move on to 
a similar post with a larger company. 

But if the department is set up on 
the pattern outlined above, there will 
usually be a successor ready. The gen- 
eral technician who has been assisting 
the Methods Analyst, if he was the 
right choice in the first place, will usu- 
ally be qualified to succeed the division 
head. And if the authority and respon- 
sibilities of the division are perfectly 
clear to everyone in the company, the 
periodic change of personnel will not 
handicap the division’s work. 

The approach to methods planning 
outlined in this article can be used 
successfully by nearly all companies 
large enough to make any methods re- 
finement program economically feas- 
ible. But the pattern must be applied, 
not merely discussed—and it must be 
applied consistently. 

If the steps are followed consistently 
(assuming the first one, the economic 
decision, shows that a more ambitious 
methods program is desirable), the 
company instituting the program will 
definitely benefit—either in terms of 
greater efficiency for the same cost, or 
the same level of achievement for lower 
costs. 


That is the minimum it can achieve; 
the maximum is an increase in efh- 
ciency, improved employee morale, and 
a dramatic lowering of company costs. 

And a well-planned methods im- 
provement program achieves the maxi- 
mum benefits more often than it does 
the minimum. 


Letters— 
(From page 23) 


needs. The writer should try to find 
out something about the reader in 
advance and treat him as a person; be 
interested in his wants and needs and 
really want to help him satisfy them. 
The third quality—the personal touch 
—comes about through use of the 
reader’s name, both in the salutation 
and occasionally in the body of the 
letter, together with frequent personal 
pronouns, The third person should not 
be used. The writer should not hesi- 
tate to say “I” in referring to him- 
self, “you” with regard to the reader. 


The closing 


It should be obvious that, if the salu- 
tation is personal and the letter itself 
is warm and friendly, the complimen- 
tary close should be in keeping with 
the rest of the letter. 
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In Record-Keeping Papers 
What Matters Most is 
COST OF USING... 
Not Original Cost 


__. paper and index cards use 
space and housing that cost 
money. So you want them as thin and 
light as they can be and still wear well 
enough and last long enough. When 
you need a stronger, longer-lasting 
paper, buy a better quality rather than 
a heavier weight. Doing this usually 
costs no more, and will save space. 

Quality in record-keeping papers 
means paper made with cotton fiber. 
Cotton fibers are tough and resilient. 
Parsons makes ledger papers in 
100%, 75%, 50% and 25% cotton 
fiber. Parsons index-card stocks are 
made in 100%, 50% and 25% 
cotton fiber. 

Parsons cards and sheets are solid 
— not pasted together. They won't 
split or dog-ear at the corners. Entries 
won’t smudge or run on the fibers. 
Erasing by scratcher, rubber or chem- 
icals leaves a smooth surface the same 
color. Parsons no-glare surface makes 
it easier to work on. Papers and cards 


Record keeping 
Papers 
and index Cards 


are available in many matching colors 
for “color control” of different types 
of records. Both papers and cards are 
available in numerous weights and 
sizes. 

All these factors mean that your 
clerical costs will be lower when you 
use Parsons ledger papers and index 
cards. And you know that the cost of 
the paper your people work with is 
infinitesimal compared with the cost 
of getting the work done. 


Free, Useful Bookiet 

There are nine basic principles 
essential in the economical operation 
of a records system. They are fully 
discussed in our booklet “How to Get 
What You Need in Record-Keeping 
Papers and Index Cards.” Obviously, 
the first problem is to define what 
you need, and this booklet will help 
because it tells what grades of paper 
should be used for various types of 
records. Send for your free copy 
today. 


Parsons Paper 


COMPANY 
More than 100 years at Holyoke, Massachusetts 


Se eeanaaaeaceae -~—s see | 
© prco 195s 
PARSONS PAPER COMPANY, DEPT. 52, HOLYOKE, MASSACHUSETTS 
Please mail me, without cost or obligation, your booklet “How to 
Get What You Need in Record-Keeping Papers and Index Cards.” 
Name. 
(PLEASE PRINT) 
Organization 
or Company. 
Street. 
City 
or Town State 
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(Continued) 


It should go without saying that 
substitute signatures destroy much of 
the effectiveness of the letter. Whether 
it is entirely true or not, the reader 
likes to feel that the letter is from one 
individual to another. The writer 
should be interested enough to sign 
his own name. 

There are times when a company 
signature is justifiable. But such times 
are less frequent than many firms seem 
to believe. There is a trend away from 
company signatures today. It is more 
in keeping with the tone of the mod- 
ern letter to sign it with an individual 
name in most cases. 

An attempt has been made to show 
the modern business letter as it should 
be and often is, Leading business firms 


of the country are putting this kind 
of letter into practice. Others would 
profit by dropping the practices fol- 
lowed for decades and getting into tune 
with the times. There is only one rea- 
son for modernizing the business letter: 
the friendly, informal, personal letter 
gets better results. It can be used for 
any situation—collections, adjustments, 
sales, replies to inquiries, etc., etc. Its 
use results in better customer response 
and more goodwill. 

The successful business considers the 
people it deals with as human beings. 
In dealing with people by mail, the 
letters should be humanized too. In 
fact the “modern” business letter can 
most easily be distinguished from those 
of the past by the fact that it is a 
“human” type of letter. 


Orphan services— 
(From page 21) 

The Administrative Services manag- 
er assumes authority over, and full re- 
ponsibility for, each selected orphan. 
The present supervisory structure con- 
tinues to function. 

Present operators and leadmen oper- 
ate the services, They make all opera- 
tional decisions. Once better methods 
have been established, the operating 
supervisor sees that the new methods 
are followed day in and day out, thus 
assuring continuous savings. He or 
she will do more and better work, with 
fewer people. 

The Administrative Services manag- 
er devotes his entire attention to con- 
stant survey of present practices. He 
tightens and consolidates present best 


neenach fine rag 


prestige 


permanence 


The long cotton fibers in Neenah papers take re- 
peated erasures without surface mar. Your type- 


written pages are cleaner. 


boxed typewriter papers 


The long cotton fibers take repeated handling with- 
out dog-earring or breaking down. 

Neenah papers are tub-sized and air-dried for a more 
luxurious typing surface. They are brilliantly blue- 


white for added prestige. 


Ask your stationer for Neenah, the finest in boxed 


typewriter papers. 


Neenah is America’s most complete line of fine business papers. 
Old Council Tree Bond......100% rag 


Finishes—bond and cockle 


Weights—substance 7,9, 13, 16,20 and 24 


Sizes—8% x 11; 8% x 13;8%x 14 


Neenah is also available ream wrapped. 


ecccccccs 20% Fag 
Old Council Tree Onionskin. .100% rag 
Success Onionskin.......... 75% rag 
Neenah Onionskin.......... 25% rag 


NEENAH PAPER COMPANY ~ Neench, Wisconsin 


March, 1955 


features, while he tries out proposed 
improvements, then installs improved 
methods. After the installation, the op- 
erating people carry on. 

The manager consults with and ad- 
vises all main-line department heads, 
but he has final authority and respon- 
sibility for installing the best known 
method in each of his services. 

The Administrative Services manag- 
er measures the work output of all his 
services. As he makes improvements, 
step by step, he measures again, using 
the same standards to give manage- 
ment positive proof of the gains made 
through the administrative services 
\concepts. These gains will represent 
|tens of thousands of dollars saved in 
the usual orphaned services. 

The manager also reports on the 
non-financial gains — faster service, 
more accurate service, high quality 
standards. These are important to the 
organization, even though it’s hard to 
evaluate their actual cash value, 

A word of caution: the mere gather- 
ing of services into one department or 
division will not guarantee results. The 
entire concept must be followed. The 
Administrative Services must be direct- 
ed by a capable manager — not by a 
company politician. 

Wherever the administrative services 
concept has been followed correctly, 
definite monetary savings have been 
made. In fact, the proven savings are 
often sufficient to pay the salary of the 
manager and his staff within four or 
five months. By the end of the first 12 
months, savings should repay all salary 
costs, and from then on show a gain 
of from 100 percent to 300 percent on 
the monetary investment! 


(To page 72) 
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Extra wide 
No. 1250-N No. 1263 


Royal’s new, extra wide deep cushioned 
seats and backrests give luxurious com- 
fort. Rugged, square tubular steel con- 
struction is fully welded throughout, for 
years of dependable service. 


| ay 
el ____ J Two part harmony 
* 


EXECUTIVE-SECRETARIAL 
CHAIR COMBINATIONS 
a hamban of'uachs Gulgee ans eatin BY ROYAL 


color co-ordinated to complement any 
office decorating scheme. 


1230-N No. 1277 


Your secretary will sing (and be much 
more efficient) in her new Royal Secre- 
tarial Chair. You’ll hum some yourself 
when you settle into the luxurious com- 
fort of your Royal Executive Chair, 
(Comfort, by the way, which keeps you 
at your business best.) Handsome 
Royal combinations are available in a 
number of smart designs and finishes to 
harmonize with any office decor. And 
for wear . . . they’re without peer. See 
these Royal pairs at your nearest 
Royal Dealer or write for literature. 


meta! furniture since '97 


Royal Metal Manufacturing Company 


175 N. Michigan Ave., Dept. 23, Chicago 1 


Factories: Los Angeles « Michigan City, Ind. ¢« Warren, Pa. 
Walden, N.Y. + Galt, Ontario 


Showrooms: Chicago « Los Angeles « San Francisco « New York City 
Authorized dealers everywhere 
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BUSINESS FORMS 


HAVE Secrtla? 


if you WANT CONFIDENTIAL informa- 
tion omitted from certain pages of your 
business forms, use the 
cient, foolproof method: 


By a special American Lithofold 
rocess desensitized areas (‘‘Secret 

Spots”) effectively prevent entries 
from carrying through. regardless 
of pressure. Many advantages over 
block-outs. cut-outs. carbon spots 
and other previous methods! 

@ Provides positive, accurate deletion of 
desired information 

@ Applied anywhere on the carbon paper 
—in spots of any number, size and 
shape 

@ Can be varied for each part of the 
form 

@ Does not deface or soil the form 

@ Leaves open areas available for 
printed instructions, advertising, 
records, etc. 


Available on: 


LITHOSTRIP marginally punched, 
continuously interleaved forms 


LITHOSET one-time carbon sets 


WRITE TODAY for full details and 
4 FREE SAMPLE SET 


ST. LOUIS 15, MO 


And the intangible gains must not be 
forgotten. Services — telephone, mail, 
printing, stenographic and other serv- 
ices will show definite quality improve- 
ment, resulting in higher administra- 
tive and executive morale. 

The “main stem” divisions are free 
to go at their main jobs, hammer and 
tongs, unhampered by the “orphans.” 
These main functions are free to do a 
real job, while the specialized services 
are provided by true “Administfative 
Services,” and not by the sadly per- 
forming usual “orphans of administra- 
tion.” 


Seven forms— 
(From page 32) 


glance. But it is clearly divided into 
several large “boxes,” and the people 
who use it can easily pick out their 
own “box,” disregarding the sections 
which do not concern them. For exam- 
ple, the bookkeeping machine operator 
is concerned with the payee address, 
particulars to appear on the stub of the 
check, and account allocation —all on 
the left edge of the form. The signing 
officer is mainly concerned with proper 
approval and pre-auditing, and the cor- 
rectness of the amount—all on the 
right edge of the form. The Office 
Services people are concerned with 
voucher circulation and filing vy de- 
partment, and with disposition of the 
check—all at the foot of the form. 
Later, they will be concerned with the 
time to destroy old records, also 
shown at the foot of the form by a code 
(7Y—seven years from date of issue) 
after the form number. 

The back of the form we also used, 
to list the officials authorized to ap- 
prove the various types of payment. 

It is not the smallest form in use, It 
is not the least complicated. But it is 
not the biggest, by a long way: it is a 
standard 84% x 11. It replaces seven 
others. It is the only form the account 
clerks and bookkeeping machine oper- 
ators have to know to authorize them 
to make a check. And it works. 

This was a fairly successful demon- 
stration of the effectiveness of a forms 
control program, It must be admitted 
that we do not often find ways of re- 
placing as many as seven forms with 
one; but we do very often find ways of 
eliminating a form altogether, or of 
combining two or more into one. 

The illustration we have used in this 
article illustrates the method, better 
than the simpler cases. It undoubtedly 
reduces costs; and anyone can use it. 
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@ Coast to coast... cost for cost... you're 
always sure of a good desk buy when it 
bears the “ID'’ trade-mark. That's because 
all Indiana Desks are fashioned of extra- 
good wood. All are finished to assure last- 
ing good looks. In all ways, your wisest in- 
vestment for work-and-cost-saving values! 


Wherever you do business, what- 
ever your desk needs, a visit to 
your nearest Indiana Desk Co., Inc., 
dealer will prove profitable indeed. 
Write for his name right now! 


weworR 
WOOD OFF 


Bum T URE 
wnstityle 


tniliana desk co. tne. 


INDIAN * U.S.A. 
RICAN BUSINESS 


JASPER, 
OUR SOTH YEAR OF SERVING A 


SAMSONITE 
ALL-STEEL 
FOLDING 
CHAIR, 

six colors. 
Model #2600. 


Fe L. ther 


Samsonit 
folding chairs are 
strongest...last longest! 


Samsonite folding furniture is 
smart, sturdy, wonderfully com- 
fortable. It lasts longest, saves 
money over the years! Most group- 
seating experts insist on Samsonite! 


r rsa Bros. Public Seating Division. 

| Dept. U-8, Detroit 29, Michigan ; | 
| Send Information (} Have Representative Call () l 
l (————— | 
] Organization. i l 
| i, RS Be Se | 
Te rere renee ecanmam 


Also Makers of Somsonite luggoge, Cord Tables and Chairs 
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Tools of the Office 
(Continued from page 64) 


models, manually fed, operating elec- 
trically. 

Recordak Corp., 444 Madison Ave., 
New York. Distributes Eastman “Veri- 
fax” models, 


Xerography 
The Process 

Xerography is a duplicating process 
which takes advantage of the familiar 
fact that positive and negative electrical 
charges attract each other. 

Material to be copied is placed be- 
fore a special camera, This camera, 
however, does not use photographic 
film. Instead, the image of the original 
material is focused on a specially coated 
plate which has previously been given 
a positive electrical charge. 

As the original material is “photo- 
graphed,” the light from the “white” 
areas falls on the plate. The effect of 
this light is to cancel the positive charge 
wherever it strikes the plate. As a re- 
sult of this exposure, therefore, the im- 


age is “printed” on the plate in the 
form of a positive electrical charge, the 
charged areas corresponding exactly to 
the dark areas of the original. 

In this form, of course, the image is 
neither visible nor permanent. The 
plate is therefore placed in a developing 
tray and a dark resinous powder is 
passed over it by rocking the tray sev- 
eral times. The powder is negatively 
charged; consequently, it adheres to 
those parts of the plate which carry the 
positive charge. The original image 
now appears in the form of a dark 
powder lying on the plate. 

At this point a positively charged 
sheet of paper is placed over the plate. 
The powder is at once attracted to the 
paper and the image is thus trans- 
ferred to it. All that is necessary then 
is to “fix” the powder to make the 
image permanent. 

This is done by placing the paper in 
a “fuser” for a few seconds. This unit 
subjects it to heat, and the powder is 
fused, creating a permanent copy of the 
original material. The plate, mean- 
while, may be cleaned and recharged 
in preparation for the next copy. 

It is possible to make copies on any 
kind of paper. Of special significance 


is that masters for offset duplication 
can be created in this manner. Thus, 
writing, printing, drawings, art work, 
etc. can be transferred to an offset 
master for long-run duplication. Trans- 
lucent masters for diazo process repro- 
duction can also be prepared. 


Material to be copied may be pre- 
pared on opaque paper. Written or 
printed matter on the reverse does not 
interfere with the copying process. 
Since a camera is used, the original 
material can be enlarged or reduced. 

Copies can be prepared in about three 
minutes. Single copies are estimated to 
cost about nine cents, but when the 
process is used in connection with off- 
set duplication, copies made on long 
runs cost only a fraction of a cent. 


The Manufacturer. 

The Haloid Co., Haloid St., Roch- 
ester, N. Y. Line of “XeroX” equip- 
ment for xerographic processing, in- 
cluding cameras, copying units, fusers, 
and accessories. New development this 
year is feature permitting up to eight 
copies to be made from a single ex- 
posure. New Model 1218 can make 
copies to 12 by 18 in. 


ACCOBIND | 
FOLDERS 


~ Ogdensburg;, 
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Photo taken at Jackson & Perkins Co., Newark, N. Y. 


The Denominator goes to work 
for JACKSON & PERKINS! 


Each unit of the 500-unit Denominator 
shown above represents a particular type of 
rosebush. As each order is received, it is 
tabulated on its respective unit. Order tabu- 
lation is greatly simplified—no pencil or tally sheet necessary! 
The total shown on each unit indicates the number of plants 
sold—and when deducted from stock on hand—provides run- 
ning inventory control! 


The Denominator can be made up in as few or as many 
units as you may require. Consult us for your particular 
needs, without obligation, write Dept. OM-52. 


oapway, NEW vo 


oo Manufacturers Dvcusttrine Machines he 
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Pcicsctteed hos been acclaimed by the trade, 
QUALITY, 05 the FINEST MARKING DEVICES. 
_. CROWN products are made and designed 
ity... E .. Effie 
Faster Delivery . . . insist on the best li 
"THE CROWN LINE!” 
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R.A. STEWART AND CO.,INC. 


8O Duane Street «+ New York 7, New York 


Electronics’ greatest potential 
in office field, GE speaker says 


ELECTRONIC applications to take over routine clerical pro- 
cedures in offices will represent the greatest expansion of 
electronic installations during the next ten years, William 
J. Morlock, general manager, Commercial Equipment De- 
partment, General Electric, declared recently. 

Speaking before a combined meeting of the Radio- 
Electronics-Television Manufacturers Association and the 
Professional Groups Commuttee of the Institute of Radio, 
Engineers, the GE executive said that electronic equipment 
sales are expected to increase to a five billion dollar yearly 
market in the next ten years. 

Of this total, industrial electronic equipment, including 
communications and business office units will account for 
over half of all sales, he predicted. This would represent a 
700 per cent increase over present sales of industrial applica- 
tions. 

In industrial electronics, the greatest growth will come 
in the clerical areas of accounting, inventory control, mate- 


rial control, payrolls, purchasing, and order service, he 
declared. 


Key to the whole process of “merchandising the office,” 
Morlock said, lies in the development of data processing 
equipment. This equipment, he went on, will act as a 
combined electronic memory, high speed card sorting ma- 
chine, high speed printer, and computer, and will bring 
electronics to the solution of office business problems. 


“Memory” units can handle filing 


It is already possible to build units with a “memory” 
capable of handling all of the files necessary to a fifty- 
million-dollar-a-year business, he pointed out. Recorded 
information now carried in payroll files, production control 
files, inventory control files, and accounting files can all 
be handled simultaneously on electronic equipment, and 
immediate access to any of this stored information can be 
obtained within one-tenth of a second. In addition, infor- 
mation could be fed into the device pertaining to any. of 
these activities, with automatic adjustment of the unit’s 
memory to the new information. ; 

Two methods of releasing stored information would be 
available, he went on. The unit could present the data 
required either visually on a cathode ray tube, similar to 
a television tube, or it could print information on paper at 
the rate of 8,000 words a minute. The fundamental ele- 
ment of the data handling system would remain the large 
memory and storage device, which would act as the heart 
of mechanized business operations. 

Mechanization of the office is mandatory, he said, if 
business productivity is to rise the fifty per cent which 
research groups estimate is needed to maintain a steadily 
rising standard of living. Such an enormous increase in 
productivity will tighten the market for workers, making 
it essential for every concern to utilize its employees as efh- 
ciently as possible. 

To date, mechanization of the office has lagged far be- 
hind automation in the factory, Morlock said, but business 
groups are now showing great interest in automating the 
office, and the electronics industry today is ready to create 
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Excavations in your office 2 


Unguarded furniture legs raise Cain with expen- 
sive office floors. 

If you’ve re-finished a floor lately, you know it 
produces a large pain in the pocketbook. And if you 
postpone the job, the worse your floor looks. 

Best way to prevent floor erosion is to use smooth- 
sliding Bassick Rubber-Cushion Glides. Broad, flat 
base of polished, hardened steel won’t mar floors. 

; Live rubber cushion absorbs shock. A size for every 
need — adapters for metal-tubing legs. Call your 
office equipment supply source 
today. The Bassick Company, 
Bridgeport 2, Conn. In Canada: 
Belleville, Ont. 


Don’t forget casters! “Dia- 
mond-Arrow” Casters make 
office chairs and furniture 


roll at a touch. Double ball- 
bearing action for easier 
swivelling. Soft rubber or 


tough plastic treads. Types 
for metal or wood legs. 


Pag Bassick 
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"GOMMES &@ EFFACER’... 


— by Weldon Roberts 


For Quickest, 
Cleanest 

Erasing! 
Fifty million Frenchmen 
WONT be wrong! When 


they buy “gommes 4 effacer”, 
they insist upon Weldon 


121 ELLIPTIC. Soft 
gray rubber in poney 
eliptical we - Excel- 

lent for all-around - especially 

effective for erasing ink 

2020 MASTER PINK. Soft pink 

rubber, handy eliptical shape. Ideal 


Roberts Erasers, world- 

for pencil erasing and cleaning; for 
famed for Correcting Mis- general use and on drawings. 
takes In Any Language—quickest and cleanest. 
Superb quality, uniformity; convenient shape, “feel” and tex- 
ture save typists time and tempers and your office overhead. 
Your stationer stocks Weldon Roberts Erasers exactly suited to 
your requirements — including the two “opposite” 
trated. 


WELDON ROBERTS “MATCH-MATES"” 
SAVE TIME & WORK IN YOUR OFFICE 
In the Weldon Roberts lime there’s a “match-mate” for practically 
every number. Above is the 121 ‘Elliptic’, the world’s best-known 
ink eraser. Below it is the same-shape 2020 ‘Master Pink’, 
ite ber to the Elliptic, for finest pencil erasing. Be 
sure to buy these ‘mated’ erasers together, to save time and work 
in your office. 
WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 
W orld’s Foremost Eraser Specialists 


re. 


styles illus- 


Waldon Robes 
Eran 
Correct Mistakes in Any Language 


75 
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_ Model J-60 Two-way Plier 
—>y, features both temporary 


TRADE MARK 


— iT CLICKS TO THE EAR 
— it CLICKS WITH THE EYE 
— AND IT CLICKS IN THE HAND 


No pounding with Neva-Clog—ever! It's the 
smooth-acting, trouble-free, portable, quiet plier- 
type Stapler that CLICKS with everybody. 


N-C stows away, nicely compact and flat, in shallow 
desk drawer...in steno’s desk-well...in briefcase, 
purse and even hip-pocket. Yet it's always handy 
for dependable stapling year-in-and-year-out. 


N-C works best in the office...on the road...in 
the shipping room, store, school and home. It 
just CLICKS — everywhere! 


NEVA-CLOG PRODUCTS, INC. 


Bridgeport 1, Connecticut 


0. H. Davison & Co.—Pacific Coast Rep., 
609 Mission St., San Francisco 5 
Canadian Staples Ltd.—Montreal, Toronto, Winnipeg, Vancouver 


j e - ° . . 
the units needed for extensive office mechanization. 


Such mechanization, no matter how far it is carried, 
will not cause either a depression or a drastically shortened 
work week, the speaker declared, but will bring instead 
a gradual rise in the standard of living. Citing the auto- 
mobile industry as a case in point, he said that throughout 
the history of increased mechanization, the whole trend 
has been for each new industry to increase the demand for 
workers. There is no reason for this trend to reverse it- 
self, he stated. 

“Mechanization and automation in industry and busi- 
ness will accelerate our increased technology, which in turn 
will increase the demand for both semi-skilled and skilled 
workers,’ he went on. “The gradual reclassification of 
employees to higher pay brackets will result in increased 
buying power for the whole country.” 

Intercity closed circuit television is a rapidly develop- 
ing field which has great significance both for mass mer- 
chandising techniques, and for the further decentralization 
of large business organizations into smaller autonomous 
groups, Morlock stated. Marketing experts now feel, he 
said, that a more direct and effective method of merchan- 
dising can be accomplished by explaining to buyers and 
sales people, via closed circuit television, the advantages of 
the particular product. 

The complexity of running large businesses will be a 
further contributing factor to the rapid development of 
inter-city closed circuit TV, he said, since the accuracy and 
effectiveness of information channeled from headquarters 
to operating personnel can be increased by direct com- 
munication, rather than communications which must filter 
through four or five intermediate levels of supervisory 
personnel. 


What's the matter, Hodkins? 
Don’t you like coffee? 
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NOW Dependable offers an 
INSTANT, AUTOMATIC, ADJUSTABLE 


Tru-Posture Chair for 


JUNIOR 
EXECUTIVES 


Puts more efficiency into a 
busy man's day. 


Chair adjusts INSTANTLY! 
For other features: (1) Back 
rest may be raised or low- 
ered; (2) It can be brought 
forward or backward; (3) 
Back rest may be regulated 
to any degree of tension; (4) 
Back rest flexes to fit body. 


YOUR DEALER IS AUTHORIZED TO GIVE YOU 30 
DAY FREE USE! If not satisfied, he picks up the chair. 
No obligation. Phone your dealer and say you want 
Dependable’s Junior Executive Chair as offered in this ad. 
Spend less for the junior executive, and give him MORE 
efficiency throughout the day. Let us prove it! 


DEPENDABLE MANUFACTURING CO. 


New Factory at Bellevue, Nebraska 


PLYMOUTH RUBBER BANDS 


RETCH ..OUTLAST... OUTSELL... ALL OTHERS 


@ We'll Make Them for Gre’ 
Your Special Needs Househeeping 


Is Made to Federal Specifications 


R COMPANY, Inc., Canton, 
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SIGNALS FOR BUSINESS — 


Exert new control over any type of 
office system with Graffco Signals. They 
never forget. Always there to — 
start, check, alert. Your office supply 
dealer will be glad to explain what 
they can do for your particular needs. 


GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


Keep BUSINESS Under Contre 


PRICES 


a bis Bini 
Envelope and Paper Corporation 


121 VARICK STREET NEW YORK 13, NY. eo CHelsea 2-6432 


ee ee ee 


ENVELOPE AND PAPER CORPORATION 
121 Varick St., New York 13, N.Y. 
Attn: Dept. O3 


Date 


Send attached coupon 
for handy illustrated 
folder describing al! 
types of envelopes. 
GET OUR PRICES 
AND COMPARE 


() Send me illustrated envelope folder. 


Name 


Cc 


r 7 


Address. 
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The handiest gadget 


precision 
pencil 
sharpener 


During dictation sessions secre- 
taries will love the new Dux. In- 
expensive — razor sharp spare 
blades for a few pennies — will 
last for years. Available with or 
without the new “Combi” tape 
dispenser base. 
Get one for home too 
FRED BAUMGARTEN 
Exclusive Imports 


675 Cooledge Ave., N.E., Dept. B4 
Atlanta 6, Georgia 


A perfect point 
with a twist 


BIND-X conto 


For use on Post Binders, Al- 
bums, Maps, Plans, etc. Just 
moisten flange and affix in 
position. 

BIND-X is made in 6" strips 
and may be cut to any length 
desired. Three widths of face 
panel are offered — 1/>", ¥," 

and |"'. Clear and seven trans- 

parent colors available. 


At your stationer. , 


CEL-U-DEX CORP. 
‘Main St, Brooklyn 1, N Y¥ 


CLASSIFIED ADVERTISING 


Rates are 5c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy Used Equipment 


WANTED—ALL TYPES OFFICE Machines, Filing Equipment, Office 
Furniture, Kardex, Acme, Postindex. Will exceed manufacturers’ trade-in 


allowances. Write, Wire. National Office Equipment Co., 429 Broome 
St., New York 13, N. Y 


ELLIOT 100 TRAY CABINET and manual Cardvertiser machine almost 
new. Used two years. D. B. Bassett, 270 Dartmouth St., Boston, Mass. 


VISIBLE FILING EQUIPMENT, Ka.dex, Acme, Postindex, etc. All 
equipment thoroughly rebuilt and guaranteed. Commercial Card Systems 
Co., 135 Grand St., New York 13, N. Y 


CALC ULATORS . AND ADDING MACHINES Wanted, all makes. State 
make, model, serial number and adding +374 International Office 
Appliances Inc., 326 Broadway, New York 7 i 


ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, Mimeographers, 
Postal Meters, Folding Machines, Calculators, Adding Machines, ete. 


Wanted. We pay top prices. Write immediately Northway Distributors, 
2621 1st Ave., Seattle, Wash. 


USED, RECONDITIONED A. B. Dick mimeographs. 
Model 91, 92, 430 and one No. 91 electric. 
518 W. Third St., Hastings, Nebraska. 


Hand operated. 
Hastings Typewriter Co., 


Business Opportunities 


WRITER, 7 years’ experience, will work on free-lance basis; reports, 
editorial, publicity and advertising copy; re-write editing. O. M. 1 


WE DESIGN, EDIT and Produce House Magazines for business organ- 
izations in the East—employee or external. We perform all editorial 
functions—see each issue through to completion. Also skilled in prepara- 


tion and presentation of office reports. Kim Darby & Associates, 5 Beek- 
man St., New York 38, N. Y 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 


REPRESENTATIVES WANTED. New U. L. and C. S. A. approved 
Electric Towel. Wide Acceptance. Priced right. Many potential users. 
Liberal commission. Advise territory covered, lines handled, etc. 
Activeaire Devices, Inc., 105 E. 16 St., New York, N 


TOP ADMINISTRATIVE EXECUTIVE with large corporation, experi- 


Positions Wanted 


enced in all phases of Office Managerial responsibilities with particular 
emphasis on Marketing, Sales Analysis and Advertising and Marketing 
Coordination. Outstanding experience in NOMA activities. College 


or. Excellent Public Speaker. Mature. Available in 60 days. 
-M. 177. 


Arthritis 4 Rheumat 


PROOFS 


OU 

| FOR 
MAIL US YOUR LETTERHEAD 10 00 
PROOF MAILED PROMPTLY 


NO OBLIGATION 


DEWBERRY ENGRAVING CO. 


801 SO. 20TH STREET - BIRMINGHAM 5, ALABAMA 


America’s Largest Engraver of Fine Stationery 


rage: Les 


WILL BUY FOR CASH 


USED BILLING 6 BOOKKEEPING MACHINES 


BURROUGHS.............. del #7200, 7800, M- 215, M-222, M-235, M-806 
BURROUGHS—SENSIMA ties. Rp SR Ek Sev 00, F200, F300, F400 
NATIONAL CASH REGISTERS.............. £1500, 1900, 6000 ' Class 
N.C.R. PROOF & ANALYSIS......#22010 ia), a (13s) ‘22115 (145), 
0 ae ey Cree 0612 (124—2X) 18 23—40,000 

N.C.R. INSTALLMENT POSTING.. gaaa0e ($4 UP), 7 Boe) teat (630) 
CAR, ON GHAR. . coc csccsdsverses 3I—10—I10 (18) 00,000 & over 
2 carts tte SRE OSE GARR S  ES « saeaost 600,000 & over 
CC RS eee Sy SV 178,000 & over 
BRANDT COIN MACHINES—Model.......... 260, 61, 100, 101, 150, 200, 201 
EE, CNG ha case sddcccecetcdccsccberevbaucesabpawnven ‘Size 5x8 only 


Advise Complete Model & Serial Numbers 
for Our Quotations 


L. A. PEARL COMPANY 
Dept. 3M, 140 West 42nd Street New York 36, N. Y. 
BRyant 9-1459 Wisconsin 7-1220-1-2 
DEALERS IN USED ACCOUNTING MACHINES 
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b] ' 
| Ss meacks TELL-I-VISION — 


Filing System...is tailor made for , 


any Business bed 


DEPT. OM 


Smead mee. co. inc., HASTINGS, MINN. 


hether it be. 
Large or Small 


Adding machine figures 
must be verified by original 
instruments from the files. 
We say our system reduces filing time. Ask your sta- 


tioner for a demonstration or write us for free sample 
guides and full information. 


strike back at 


CANCER 


man’s 
cruelest 
enemy 


IGIVE 


AMERICAN 
CANCER 


® SOCIETY 
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7 PRC ALT 


Bay, 


e(S 
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pencil sharpener cutters 
need changing, too. 
Apsco now offers a revolutionary 
new development in pencil sharpener 
maintenance ... The “complete” cutter head assembly. 
Now, in one convenient, clean operation, office per- 
sonnel can revitalize their pencil sharpeners in seconds. 


Order an adequate supply from your stationer today. 


Specify, too, 

Apsco Pencil Sharpeners, 
Staplers, and Punches. 

It costs less to buy the best. 


Apsco products inc. 


P.O. Box 840 Beverly Hills, Calif. 
Factories: Rockford, Ill. * Toronto, Canada 


AAR ETDS Reduce Absenteeism— 


keep employees’ wraps 
dry, aired, and in press 


With Office Valet wardrobe 
equipment employees do not 
face weather in damp-cloth- 
ing that has been crumpled 
in lockers, do not eat soggy 
lunches soaked by wet hats 
or mittens. The 4 foot 3-U 
rack, illustrated, accommodates 
12 employees with spaced coat 
hangers, individual hat spaces, 
umbrella racks and overshoe 
shelf. Other units with or with- 
out lock boxes, in sizes and 
capacities for every office and 
factory need. 


WRITE FOR BULLETIN OV-4 


VOGEL-PETERSON CO. 


1121 West 37th St. «© Chicago 9, Ill. 
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A few seconds here — 
a few minutes there — 
day after day DENNISON 
HANDY HELPERS are time 
savers in office, school 
and home. 


ADVERTISERS’ INDEX 


A 
Acco Products, Inc 73 
Agency—La Porte & Austin, Inc. 
Ace Fasteners Corp 
Agency—The V ona n Co., 
Allen Business Machines, Inc., 


Agency—W esley Aves & Assoc., 


American Lithofold Corp 
Se renee Coens 
Adv. 


American Telephone & Tele- 


o. 3 

’, Ayer & Son, Inc. 

Apsco Products, Inc gy 

Agency—Julian R. Besel & Assoc. 

Arnot-Jamestown Div. Aetna Steel 

ucts 
Agency—Alfred J. Silberstein, 
Bert Goldsmith, Inc. 


tsa. Oa 
Agency—J. Howerd Allison & ce 


Beach Publishing Co. 


Mfg. ee 
Agency—E. M. Freystadt Assoc., 
Inc. 
Copy-Craft, Inc. 
Agency—Osgood & Hazen 


D 
Dennison Mfg. Co 80 
Agency—Batten, Barton, Durstine 
& Osborn, Inc. 
Denominator Co., Inc., The.... 73 
Agency—Moresales Associates 
Dependable Mfg. Co. 77 
eae dadoeen & Roll Adv. 
Dewberry Engraving Co 
Dick Co., A 47 
Agency—Fuller & Smith & Ross, 
Inc. 
DuPont de Nemours & Co., 
nc., 
Agency ~ Batten, Barton, Durstine 
& Osborn, Inc. 


Agency—French & Preston, Inc. 
Envelope & Paper Corp 


Esterbrook Pen Co., The 
Agency—Aitkin-Kynett Co. 


F 
Faber Pencil Co., Eberhard. 


Agency— Anderson & C airns, 


M 
Macey-Fowler, Inc. 
Agency—Givaudan Adv., 
Merrill Lynch, Pierce, Fenner 
Be 


& ane 
Agency—Albert Frank- Guenther 
Law, Ine. 


ler Furniture Co., Herman 
Miller Furniture » 


Agency—Alfred Auerbach Assoc. 


N 
National Cash Register Co., 
Th 2nd 


e 
rg 
Neenah Paper Co.. 
Agency—Burnet-Kuhn Adv, 
Neva-Clog Products, Inc 
Agency—Wilson, Haight, Welch -- 
Grover, Inc. 


oO 
Office eae 
Old Town C 37 
Agency—C. harle s W. Hoyt Co., Inc. 
Otis Steel Products, Corp...62-63 
Agency—Lippman Adv. Associates, 
Inc. 
ar Div. of General Aniline 
& Film Corp 
Agency—L. “Tt. McGivena & Co., 
Inc. 


P 

Parsons P. 

Agency— 

Grover, Inc. 

Paterson Parchment Paper Co. 57 

Agency—Grant & Wadsworth, Inc. 
Pearl Co., 
Peerless Photo Products, Inc.. 57 

Agency—J ohn <a Lupton Co. 
Permacel Tape Cor 

Agency—Attkin- Kynctt Co. 
Pitney-Bowes, Inc. 

> E. McGivena & Co., 


POF Rubber Co., Inc.. 77 
Agency—Hirshon- Garfield, Inc. 


R 
Reliance Pencil Corp 33 
Agency—Richard ~~ Gunther, Inc. 
Remington Rand, Inc 
Agency—Leeford Adv. Agcy., 
Reynolds & Reynolds Co., The. 
Agency—Weber, Geiger & Kalat, 
Inc. 
Roberts Rubber Co., Weldon.. 75 
Agency—La Porte & Austin, Inc. 


Royal Metal Mfg. 71 
Agency—Kuttner & Kuttner, Inc. 
Rudd-Melikian, Inc. 
Agency—Geare- Marston Adv. 


Felt & Tarrant Mfg. Co., 
Comptometer Div 
Agency—N. W. Ayer & Son, 


Felt & Tarrant Mfg. Co., 


Dennison shipping tags, 
marking tags, key tags, 

gummed labels and seals, | pn agg STE EE 

onep vag SO ne pa " GR Products, * oy Henri Hurst & ifcDom 
mending tape and many ty inc. eta: 


Agency—N orman-N avan, t. ald, Inc. 
more are 


Handy to Have — 
Have them Handy 
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RNY 


Manufacturing Company 
Framingham, Massachusetts 


General Binding Corp 

Agency—Robertson, "Buckley 
Gotsch, Inc. 

Globe Wernicke Co., The 
Agency—Strauchen & McKim 

Gonco Mfg. 
Agency—Banning Co. 

ae pal Printing & Stationery 


a -Richard ag Gunther, s 
Graff Co., George 
= y-—E ddy- oa. Nickels oo 
e 
Gray Mfg. 
Agency—French & Preston, Inc. 


H 
Haloid Co., The 
Agency—Hutchins Adv. Co., 
Heyer Corp., The 
Agency— Pronk C. Jacobi Adv. 


Indiana Desk Co. 
Agency—Keller-Crescent Co. 


Industrial Tape Corp 
Agency—Aitkin-Kynett Co. 


March, 1955 


Scriptomatic, Inc. 
Agency—Roland G. 
Organization, a 
Shwayder Bros., 
Agency ——- -_ Agcy.» I ite! 
Smead Mfg. Co., Inc., 
Staplex Co. 
Agency—Lee Keeler, Inc. 


Stewart & Co., Inc., R. A.. 
Agency—Harry Belfor Agency 


Times Facsimile ps 
ae y—Thomas 
ne 


U 


Underwood Corp. ...... 4th Cover 
Agency S-ieaie, Smith, French & 
Dorrance, Inc. 


v 


Vogel-Peterson 
Agency—Ross Liewliyn Adv. 


OFFICE MANAGEMENT 
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It is furnished with one of the many flexible arrangements from the Executivs Office Group 


designed by George Nelson for Herman Miller. Write to Dept. AFM-35 for a free EOG brochure. 
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The Herman Miller Collection is cross-sectioned in Sweet's Architectural File ae 
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HERMAN - ILLER FURNITURE COMPANY, ZEELAND, MICH. 
z “Pie se 


Showrooms: New York, Boston, Chicago, Grand Rapids, Kansas City, Los Angeles. 
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Underwood announces a revolutionary 
new kind of type cleaner—Kleen-type! 


Now! Put an end to the mess and bother of cleaning type 
the time-consuming old-fashioned way. Your Underwood 
man will show you how to get cleaner, better looking letters 
with new Kleen-type. 


This new type cleaner is truly revolutionary. You simply 
apply a Kleen-type strip to the platen of the typewriter, 
set the ribbon at stencil position, and type a few lines. 
That’s all there is to it. Kleen-type cleans as you type! The 
special chemical coating picks up ink, dirt and lint from the 
keys. Best of all, Kleen-type can be used over and over again! 

Write on your business letterhead and we will be 
glad to send you a free sample! 
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UNDERWOOD UNDERWOOD CORPORATION 
* - 


“" yy 
aS 
or aus 


One Park Avenue, New York 16, N.Y. 


Kleen-type is easy to use! Apply a Kleen-type strip on 
the platen, strip off protective paper and type a few 
lines. That’s it! No ink-stained fingers or harsh 
liquids to bother with! 
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ur Underweed man 
will show you hew te 
end dirty, blurred, 
hard te read type 
Like thise 


typing hag» 100?-type 
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